Business Processes in SAP ERP 
HCM 


PARTICIPANT HANDBOOK 
INSTRUCTOR-LED TRAINING 


Course Version: 15 
Course Duration: 5 Day(s) 
Material Number: 50148638 


SAP Copyrights, Trademarks and 
Disclaimers 


© 2022 SAP SE or an SAP affiliate company. All rights reserved. 


No part of this publication may be reproduced or transmitted in any form or for any 
purpose without the express permission of SAP SE or an SAP affiliate company. 


SAP and other SAP products and services mentioned herein as well as their 
respective logos are trademarks or registered trademarks of SAP SE (or an SAP 
affiliate company) in Germany and other countries. Please see https:// 
www.sap.com/corporate/en/legal/copyright.html for additional trademark 
information and notices. 


Some software products marketed by SAP SE and its distributors contain proprietary 
software components of other software vendors. 


National product specifications may vary. 


These materials may have been machine translated and may contain grammatical 
errors or inaccuracies. 


These materials are provided by SAP SE or an SAP affiliate company for 
informational purposes only, without representation or warranty of any kind, and SAP 
SE or its affiliated companies shall not be liable for errors or omissions with respect 
to the materials. The only warranties for SAP SE or SAP affiliate company products 
and services are those that are set forth in the express warranty statements 
accompanying such products and services, if any. Nothing herein should be 
construed as constituting an additional warranty. 


In particular, SAP SE or its affiliated companies have no obligation to pursue any 
course of business outlined in this document or any related presentation, or to 
develop or release any functionality mentioned therein. This document, or any related 
presentation, and SAP SE's or its affiliated companies’ strategy and possible future 
developments, products, and/or platform directions and functionality are all subject 
to change and may be changed by SAP SE or its affiliated companies at any time for 
any reason without notice. The information in this document is not a commitment, 
promise, or legal obligation to deliver any material, code, or functionality. All forward- 
looking statements are subject to various risks and uncertainties that could cause 
actual results to differ materially from expectations. Readers are cautioned not to 
place undue reliance on these forward-looking statements, which speak only as of 
their dates, and they should not be relied upon in making purchasing decisions. 


Typographic Conventions 


American English is the standard used in this handbook. 


The following typographic conventions are also used. 
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Preparing for Your SAP Live Class 


Required Equipment for Your SAP Live Class 


PC or Mac 
Integrated or external web cam 
Headset with integrated mic 


Stable internet connection 


You can test if your setup is working correctly by using this link: https://sap.zoom.us/test 


We recommend that you connect two monitors to your PC so that you can manage the course content 
more efficiently. This will reduce the need for you to switch (alt+tab) between the applications we use in 
class. 


Getting the Most Out of Your SAP Live Class 


Make sure you have setup and thoroughly tested the SAP Live Class environment and resolved any 
issues well before the class begins. Refer to the separate instructions that you were sent for setup 
instructions and support contact information. 


Keep your web cam activated during the training sessions. You can switch it off during breaks if you 
prefer. 


Use a headset with an integrated mic to ensure a high-quality audio experience for both you and the 
other participants. Laptop speakers and mic produce poor quality sound and introduce background 
noise that can disturb the class. 


Make sure you are in a quiet area where you will not be disturbed. 
Be ready to use the mute feature to ensure any background noise does not disturb the class. 


Turn off email, phones, instant messaging tools, and clear other distractions away from your training 
area. 


Actively participate and prepare to be called on by name. 

Be patient waiting for a response to your chat messages. 

Always ask the instructor for assistance if you need help with an exercise. Don't get left behind. 
Be ready to begin class on time so you do not delay the start of each session. 

During breaks, make sure you take the opportunity to get out of your chair and stretch. 


Please raise any concerns relating to the SAP Live Class experience with your instructor at the time 
they arise so that they can be quickly addressed. 
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Course Overview 


TARGET AUDIENCE 
This course is intended for the following audiences: 


e Application Consultant 

e Business Analyst 

e Business Process Owner/Team Lead/Power User 
e Data Consultant/Manager 


e Help Desk/CoE Support 
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Lesson 1 


Logging On to the SAP System 


Lesson 2 


Navigating SAP Menus 


Lesson 3 


Finding Help 


UNIT OBJECTIVES 

e Log on to an SAP system 

e Personalize the SAP interface 

e Navigate in the SAP system 

e Find Information using the system status bar 

e Access the SAP system using role based menus 
e Open multiple sessions in the SAP system 


+ Find help from the SAP Easy Access screen 
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Logging On to the SAP System 


LESSON OVERVIEW 
This lesson shows you how to log on to the SAP system and personalize the user interface. 


Business Example 


You are new to the company and to execute your responsibilities, you must be able to log on 
to the SAP system and personalize the display of your screens. For this reason, you require 
the following knowledge: 


e How to log on to the SAP system 


e How to personalize your screens 


LESSON OBJECTIVES 
After completing this lesson, you will be able to: 


e Logon to an SAP system 


« Personalize the SAP interface 


Logon Process 


Logon process ERP logon process The system administrator provides a user ID and initial 
password to enable you to log on. During the initial logon process, you are prompted to create 
a new password, one that you alone know. Your personal password is used for future log ons. 


Note: 


These procedures may differ somewhat at your company. For more information, 
contact your system administrator. 
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User System Help 


@] 9H COONS) D500) FOB 


You can enter your own text on 
the initial screen: 
see note 205487 


Figure 1: Logging on to an SAP System 


The SAP logon icon is one of the items found in the start menu of your desktop. You or the 
system administrator my also set up a short-cut icon on your desktop to facilitate the log on 
process. Logging on to an SAP system requires input in various fields. 


The SAP log on screen includes the following elements: 
Client: 
+ SAP systems are client systems. 


e The client concept enables the parallel operation, in one system, of several 
enterprises that are independent of each other in business terms. 


e Aclientis, in organizational terms, an independent unit in the system. 


e Each client has its own data environment and therefore its own master data, 
transaction data, and assigned user master records. 


«To log onto the system, a master record must exist in the system for that user. 
+ The master record must refer to the relevant client. 
e The assigned user ID is unique to the specific individual. 
Password: 
e To protect access, a password is required to log on. 
e Eachuser creates their own personal password. 
e The password is hidden with a field of asterisks. 


Language: 
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Lesson: Logging On to the SAP System 


e The language field is an optional entry. 
¢ If left blank, the system will load with the default system language. 
For security and licensing reasons, multiple logons are logged in the system. A warning 


message appears if the same user attempts to log on more than once. 


Interface Personalization 


Menu Edit Favorites Extras System Help 


al FE COS ONR OnOO AA Os 


D © Logistics 

D LI Accounting 

D © Human Resources 
D © Information Systems 
D (I Tools 


& | Figure 2: General Screen Layout 


The system administrator can include an image, for example your company logo, on the right- 
hand side of the screen. This image can only be entered system-wide and is a cross-client 
setting. 


Individual users can personalize their user interface and prevent this image being called by 
switching it off. From the main menu bar, choose Extras — Settings — Do not display screen. 


Easy Access menu 
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Favorites 


E Menu 


@ 


Edit Favorites 


v 


SAP Easy Access 
L & 


z 


& | aaOther menu 


~ © Favorites 
- Ed Display 
+ E] Maintain HR Master Data 
= El Maintain 
- 1 Gcogel 


* Payroll 
+ B] Maintain Personnel Con 
~ © SAP Menu 


Extras 


1H Cae GHAR 2088 HH OB 


System Help 


7 E Assign 


| Favorites 
Add 
Change 


ES 


S7 L$ create role [Do 


Extras System Help 
Ctrl+Shift+F6 
Ctrl+Shift+F3 
Move 

Shift+F2 
Ctrl+Shift+F5 
Ctrl+Shift+F4 


Ctrl+Shift+F7 


Delete 

Insert folder 
Insert transaction 
Add other objects 


» Ó Office 

> © Cross-Application Componet 
> C Logistics 

» D Accounting 

» CI Human Resources 

> ©] Information Systems 

> (2 Tools 

» O WebClient UI Framework 


mu Figure 3: Favorites 


>ERP System navigation tree You can create a favorites list of frequently used transactions. 


Download to PC 
Upload from PC 


A favorites list can include the following: 

e Transaction code 

e Files 

e Web Addresses 

e Folders which can include transaction codes, files, Web addresses 


You can add transactions to your favorites folder in multiple ways. 


Transactions can be added to favorites in the following ways: 


Method 


Drag and Drop Locate the desired transaction in the SAP Easy Access tree. 


Left click and hold. 


Drag and drop it onto the favorites folder. 


Highlight 


In the SAP Easy Access tree, locate and highlight the desired favorite. 
On the main menu bar, select Favorites. 


Choose Add to Favorites. 


Transaction 


On the main menu bar, select Favorites. 
Code Known 
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Choose Insert Transaction. 
Enter the transaction code in the dialog box. 


Add a URL On the main menu bar, select Favorites. 


Choose Add Other Objects. 
From the dialog box presented, select Web Address or File 
Choose continue. 


In the first line of the dialog box presented, enter the name of the URL 


you would like to see in your favorites list. 


On the second line, enter the URL address. 


Select enter to continue. 


Adda Folder On the main menu bar, select Favorites. 
Choose Insert Folder. 
Give the folder a name. 
Select continue. 
You may add individual transaction codes or urls to this folder as well. 


LESSON SUMMARY 
You should now be able to: 


e Log on to an SAP system 


«e Personalize the SAP interface 
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Navigating SAP Menus 


LESSON OVERVIEW 
This lesson shows you how to navigate in the SAP system. 


Business Example 


You are new to your organization and are required to work in the SAP system daily. For this 
reason, you require the following knowledge: 


e How to navigate in the SAP system 


LESSON OBJECTIVES 


After completing this lesson, you will be able to: 

e Navigate in the SAP system 

e Find Information using the system status bar 

e Access the SAP system using role based menus 


e Open multiple sessions in the SAP system 


Navigation Tree 


Favorites 


© GHR Master Data 


a PA4O- P 1 Act a) 
mini Po REE ce Folders and 
= a j @ PA20- Disp 
a ORTE Actions @ PA10- arena File sub-folders 


© PA30- Maintain @ PATO- Fast Entry 


© PA20- Display @ PA42- Fast entry: Actions A 

Canoe = © PA40- Personnel Actions | Transaction 

© PA42- Fast entry: Actions | {À 
D E info System 


mu Figure 4: Navigation Tree 


The SAP Easy Access screen is the standard entry screen in the system which includes a 
compact tree structure. 
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Every function has a transaction code which you can access from any screen. You can find the 
transaction code for the function you are working in at the moment by choosing System on 
the status bar or by choosing Status under the System menu option. 


You can call system functions via the tree structure, through your favorites or by entering the 
transaction code in the command field. You can activate the display of transaction codes in 
the menu tree by navigating as follows: From the main menu bar, choose Extras > Settings > 
Display Technical Names. When you reopen the folders to the transaction code level, the 
transaction code is displayed. 


Command Field Shortcuts 
The command field is used to call a specific transaction or function. 


Selected command field short cuts include the following: 


oo Provides an overview of sessions 


/OXXXX Where XXXX is a transaction code: takes you to the specified 
transaction code - for example: /opa30 opens a new session at 
the transaction code pa30 - Maintain HR Master Data. 


/n 
/0 
Ji 


search_sap_menu Search for and display the menu paths for SAP transactions. 
You can also search for text strings. 


Log off with an unsaved message dialog box presented 


/nex Exits the system (logs off completely); No dialog box regarding 
unsaved data is presented. 


10 © Copyright. All rights reserved. 


Lesson: Navigating SAP Menus 


Screen Elements 


Standard toolbar 


Menu Edit Favorites Extras System Help 


Cae CHR 2000 A @ 


GG D ee ag 


Enter Save Back Exit Cancel 


| System messages | 


Status bar 


Figure 5: Screen Elements 


The menus displayed depend on the application you are working in. These menus contain 
cascading menu options. The icons in the standard toolbar are available on all SAP screens. 
Icons you cannot use on a particular screen are grayed out. If you hover over an icon, a Tooltip 
appears with the name or function of that icon and the corresponding function key settings. 
The title bar displays the function that is available. The application toolbar displays available 
icons. 


Status Bar 
Status Bar: 


The status bar provides general information on the SAP system and transaction or task you 
are working on, including warnings and errors. System messages display on the left side of 

the status bar. The right side of the status bar contains fields containing server and system 

status information. 


The right side of the status bar includes the following information: 
+ System 

e Client 

e User 

e Program 

e Transaction 


+ System Response Time 
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* Server you are connected to 


e Data Entry Mode (choose this field to switch between Insert (INS) and Overwrite (OVR) 
modes. 


N Note: 
2 To hide the status fields, choose the arrow to the left; to display the status fields, 


choose the arrow to the right. 


Role-Based Menus 


role-based menus ERP role-based menus roles ERP roles Roles are collections of activities 
used in business scenarios. 


A user assigned a role generated through the profile generator, is assigned the menu 
displayed on the SAP Easy Access screen including the authorizations required to access the 
information. This ensures that the business data is always secure. Authorization profiles are 
generated according to the activities contained in the role. A user can be assigned multiple 
roles. 


Menu Edit Favorites Extras System Help 
a) (18\C@@ cuk annn AA OB 
SAP Easy Access - Enjoy User Menu 
BE) S| Rotrer menu | | BA | ~ || [C Create Role || Assign User Documentation | 
(3 Favorites 3 
= G Great Transactions Favorites chosen by the user 
50 - Process Overview 


SM: 
Sy nt -reale Sales Order = reduce navigation time 
URL - The Herald Tribune 
@ URL - Time Magazine 
< S Important Files 


Y2 Enjoy User Menu 
@URL - SAP Notes (Uert PW req.) 
© ‘3 Accounts Receivable 
© FDO02 - Change Customer (Accountin 
> C Material Master 
> O Sales 
D O Tools 


Figure 6: Role-Based Menus 


A role-based menu contains the activities that the user can execute based on the role 
assigned to the user in the system. 


The system administrator can tailor the user menu to the personal requirements of each user 
by adding or deleting menu entries. 


Users access the transactions, reports, or Web-based applications through user menus. SAP 
delivers predefined roles. Users can change aspects of roles they are assigned, for example, 
by creating their own favorites list. 


Note 
» The roles you are assigned to also define your system access authorizations. The 


system checks your assigned authorization rights on all transactions to determine 
if you are allowed to execute the transaction. The system also analyses which 
activities you are allowed to perform and what information you can access. 


12 © Copyright. All rights reserved. 


© Copyright. All rights reserved. 


Lesson: Navigating SAP Menus 


Multiple Sessions 


You can create up to six independent sessions per log on. Each session you create is as if you 
logged on to the system again. For example, closing the first session does not cause the other 
sessions to close. 


Too many open sessions can result in slower system performance. For this reason, your 
system administrator may limit the number of sessions you can create to fewer than six. 


As long as you remain logged on to the SAP system, you can leave a session for as long as you 
like and resume working on the session at any time. You can move among sessions as often 
as you like without losing any data. 


System 


annak 
End session 
SAP Easy Access 


User profile 
(8G | S| æ othermenul| Senices » | Create role | | [6P Assign users ||[% Documentation 


— Utilities 
© © Favorites 


Incoming payment in AR List 
YAHOO Services for object 


SAP Website Object history 
H Own spool requests 
Own jobs 


@ Logistics 
Accounting Short message 
C3 Human Resources Status... 
Information Systems Log off 

= . 


Figure 7: Multiple Sessions 


To move from one session to another, click any part of the window that contains the session 
you want to go to. The window you choose becomes the active window and It moves in front 
of all other windows on your screen. 


If you have several sessions open, you can minimize the sessions you are not using. When you 
need to use one of these sessions later, you can restore it by clicking the appropriate symbol 
in the status bar, making it the active session. By minimizing the sessions you are not using, 
you can significantly reduce the system load. 


After you finish using a session, it is a good idea to end it. Each session uses system resources 
that can affect how fast the system responds to your requests. Before you end a session, save 
any data you want to keep. When you end a session, the system does not prompt you to save 
your data. 


To create multiple sessions using the standard toolbar, select the Creates New Session icon. 
Alternatively, you can create multiple sessions by choosing System — Create Session. 


LESSON SUMMARY 
You should now be able to: 


e Navigate in the SAP system 
* Find Information using the system status bar 
e Access the SAP system using role based menus 


e Open multiple sessions in the SAP system 


Unit 1: SAP Human Capital Management Basics 
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Finding Help 


LESSON OVERVIEW 
This lesson shows you how to find help from the SAP Easy Access screen. 


Business Example 
As anew SAP user, you need to efficiently use the system. For this reason, you reugire the 
following knowledge: 


e How to fnd system-level help 


e How to find field level help 


LESSON OBJECTIVES 
After completing this lesson, you will be able to: 


e Find help from the SAP Easy Access screen 


System Help Options 
The SAP system provides comprehensive online help available from any screen in the system. 
You can find help using the Help menu or using the relevant icon. 


The help menu contains the following options: 


Application Help: 
Application help displays comprehensive help on the current application. For example, 
selecting this menu option in the initial screen displays help on getting started with the 
SAP system. 

SAP Library: 
The SAP library contains all online documentation. 


Glossary: 
The glossary enables you to search for definitions of terms. 


Release Notes: 
Release notes enable you to read about functional changes that occur between SAP 
releases. 

SAP Service Marketplace: 
The SAP Service Marketplace also offers fast and user-friendly access to the SAP library. 
The SAP Service Marketplace is a Web site for customers to conduct research and post 
problems/solutions, review release notes, and so on. 

Create Support Message: 
The create support message selection enables you to send a message to the SAP Service 
system. 


Settings: 


sE7 
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The settings option enables you to select settings for help. 


Menu Edit Favorites Extras System Help SAP 


TH GQ Create session S Applicaton nep me 


End session 
User profile _ Glossary 
7 | Release notes 


> CIF SAPNet 

Q Favorites 

2 SAP Menu f RESTE 
> Ci Office Services for object Settings... : 
D © Logistics Object history 
D Ci Accounting Own spool requests 
D C Human Resources Own jobs 


D © Information Systems 
D @ Tools Short message 


mm Figure 8: Find Help 


To find the definition of a specific field, place your cursor on the field and select F1 (this is 
called F1 help). A dialog box is presented which describes that field. Fl help also provides 
technical information on the relevant field. This includes, for example, the parameter ID, 
which you can use to assign values to the field for your user. 


To view the permissible values for a field, select F4 (this is called F4 help). You can also 
access F4 help for a specific field by selecting the button immediately to the right of that field. 
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Change Customer: Initial Screen 


Lesson: Finding Help 


Customer Edit Goto Extras Environme System Help 


= 
F1 Help: Displays the meaning of 
fields and technical information 
APR gA HBE] 
| Customer account number 


| A unique key is used to clearly identify the customer within 
the SAP System. 


Procedure 


When creating a customer master record, the user either 
enters the account number of the customer or has the 

system determine the 

number when the record is saved, depending on the type 

of number assignment used. The account group determines 
how numbers are assigned. a 


F4 Help: Displays 


possible entries 


IDES AG 1000 Frankfurt UNI 
4000 IDES Canada Toronto CAD 
9000 IDES AG Frankfurt UNI 


| Z 


mu Figure 9: Field Help - Using Fl and F4 


LESSON SUMMARY 


You should now be able to: 


e Find help from the SAP Easy Access screen 
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Learning Assessment 


1. Which of the following are required to log on to the SAP system? 
Choose the correct answers. 
|] A A specific client 
|] B Your user ID 
|] C Your password 


|] D Your personal settings 


2. Inthe SAP Easy Access menu, you can create a Favorites list containing: 
Choose the correct answers. 
|] A Web addresses 


|] B Transactions 


|] C Files 


3. You can have only one SAP system session open at a time. 


Determine whether this statement is true or false. 


4. List three different types of online help that are available in the SAP system. 
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Learning Assessment - Answers 


1. Which of the following are required to log on to the SAP system? 


Choose the correct answers. 


A Aspecific client 


B Your user ID 
C Your password 


|] D Your personal settings 


Correct. You do not customize your settings until you are already logged on the SAP 
system. 


In the SAP Easy Access menu, you can create a Favorites list containing: 


Choose the correct answers. 


A Web addresses 


B Transactions 
C Files 


Correct. Favorites can consist of Web links or URLs, standard and customer transaction 
codes, and links to other files such as Microsoft Word documents or PowerPoint files. 


. You can have only one SAP system session open at a time. 


Determine whether this statement is true or false. 


|] True 
False 


Correct. You can create up to six sessions. Each session you create is as if you logged on 
to the system again. Each session is independent of the others. 
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4. List three different types of online help that are available in the SAP system. 


Application help, SAP Library, and Glossary are different types on online help available in 
the SAP system. Field level (F1) help, Release Notes, and SAP Service Marketplace are 
also available. Application help is screen level help. The SAP Library contains all online 
documentation. The Glossary defines key words. Field level help provides information ona 
specific field, the release notes document differences between releases, and SAP Service 
Marketplace is also available to search for documentation. 
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Analyzing HCM Structures 25) 
Lesson 2 
Enhancing the Organizational Structure 33 
Lesson 3 
Using the Organization and Staffing Interface 43 
Lesson 4 
Reporting on Existing Positions 51 


UNIT OBJECTIVES 


Identify the elements of Human Capital Management structures 
Analyze the elements of the enterprise structure 

Display the elements of the HCM personnel structure 

Identify objects included in an organizational plan 


Update Human Capital Management structures with the Organization and Staffing 
Interface 


Execute a report on existing positions 
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Analyzing HCM Structures 


LESSON OVERVIEW 
This lesson shows you how to analyze HCM structures. 


Business Example 


You are responsible for the configuration of the Human Capital Management structures. For 
this reason you require the following knowledge: 


e Agood understanding of the enterprise structure 


e Agood understanding of the personnel structure 


LESSON OBJECTIVES 


After completing this lesson, you will be able to: 
e Identify the elements of Human Capital Management structures 
e Analyze the elements of the enterprise structure 


e Display the elements of the HCM personnel structure 


Human Capital Management Structures 


Where does the Which public holidays 
employee work? apply to the employee? 
How is the employee paid? 


Which position does How many hours does 

the employee hold? the employee work? 
How much vacation 

does the employee get? 


Statutory, regional, 
and organizational conditions 


Figure 10: Employees 
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SAP Human Capital Management includes structures in which organizational hierarchies and 
employee relationships are set up and stored. Employee data is administered within these 
structures and you can evaluate and report on employee data for all enterprise-specific 
organizational aspects. 


The structures are subdivided into organizational structures based on an organizational plan, 
and administrative structures that are based on the enterprise and personnel structures. 
Every employee is included in the structure of the enterprise. 


The structures are as follows: 
Organizational Plan: 
e The organizational plan is the foundation of organizational management. 


e Provides a complete model of the structural and personnel environment of your 
company. 


e Hierarchies and reporting structures are clearly laid out. 
e The organizational plan uses elements called objects. 
Administrative structures: 
e Administrative structures include the enterprise and personnel structures. 


e The enterprise and personnel structures subdivide organizations and employees 
according to factors relevant for time management and payroll. 


Information on the organizational assignment of employees is of great importance for 
authorization checks, the entry of additional data, and for time management and payroll 
accounting. 


Organizational, Enterprise, and Personnel Structure 


TO" 31.12.9999 29.01.1999 BILLE 


CoCode 1000 IDES Legal Person 0001 
Pers Area 1300 Frankfurt Subarea Headquarters 
# ~ Cost Ctr 2100 Bus. Area 9900 Corporate Other 


EE Group 1 Active Employee Payr. Area D2 HR-D: Salaried EE 
EE Subgroup DU Salaried EE Contract Data Com. employee © 


Personnel Organization plan ~ 


structure Percentage 100.00 
Position 50000076 Functional Specialist PersAdmin 001 Helmuth Hesse 


Func.Spec-D Time 002 Dagmar Krause 
Ë Job Key 50011880 Administrator Payroll 003 Oliver Zeuner 
Admin. Supervisor 


Organizati onal Org.Unit 50000073 Travel Expenses (D) 


structure Trav. Exp.- D 
E Org. key 1300 


Figure 11: Organizational, Enterprise, and Personnel Structure 
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The allocation of employees to the structures in their enterprise is the first step in entering 
personal data. 


Employees are assigned to the structures on the Organizational Assignment Infotype 0001 
which, includes them in the enterprise, personnel, and organizational structures. 


The Organizational Assignment infotype includes assigning employees to the following 
elements in the Enterprise Structure: 


e Company Code 
e Personnel Area 


e Personnel Subarea 
Enterprise Structure 


The enterprise structure for personnel administration includes 4 levels, none of which may be 
skipped, nor can additional levels be added. 


IDES Client 800 Client 


1000 5000 | CABB | Company 
IDES AG IDES Japan Training code 


1000 1100 | Personnel 
Hamburg Berlin area 


0001 Im 0002 if Personnel 
Sales | Purchasing subarea 


| & Figure 12: Enterprise Structure: Example 


The enterprise structure for personnel administration includes the following elements: 


Client: 


e Aclient can either be valid for a company code at the smallest level, or for the entire 
corporate group. 


e Data is stored within a client. 
e There is usually no data exchange between clients. 


e Ifan employee changes clients, you have to re-create the personnel number in the 
new client. 


Company Code: 


e The company code is the highest level of the company structure. 
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The company code is a self-contained unit in legal terms, for which you can draw up a 
complete set of accounts. 


Company codes are created in Financial Accounting. 
You can have one or more company codes within a client. 


Legally required financial statements such as balance sheets and profit and loss 
statements are created at the company code level. 


A company code is used within the enterprise structure. 


Currency is stored at the company code level and is relevant for Human Capital 
Management. 


Personnel Area: 


The personnel area is used exclusively in Personnel Administration and is unique 
within a client. 


Each personnel area must be assigned to a company code. 
Personnel areas are very important for selecting data. 
Personnel areas are important for authorizations. 


Personnel areas are used for creating defaults in infotypes. 


Personnel Subarea: 


The personnel subarea includes groupings which specify the entries from subsequent 
settings that can be used for employees assigned to a particular company code or 
personnel area. These groupings directly or indirectly affect time management and 
payroll. 


Personnel subareas are subdivisions of personnel areas. 
Personnel subareas are used for selecting data for reporting. 
Personnel subareas are used for creating defaults for infotypes. 


Keys stored in the personnel subarea control pay and working time (for example: 
bonus payments or work schedules - which may be valid in one personnel subarea but 
not another). 
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The client is an independent legal and organizational unit of the system 
(group, for example). 


The company code is an independent company with its own accounting 
unit; a company that draws up its own balance sheets. 


A personnel area is an organizational unit in Personnel Administration. 
It represents a subdivision of the company code. 


Personnel subareas are subdivisions of personnel areas. 
Work rules driven by this structure are assigned at the subarea level. 


: Figure 13: Definitions 


Personnel Structure 


à Figure 14: Personnel Structure 


The personnel structure includes all employees and various groupings of employees. To 
enable different working time and employee remuneration in payroll, a distinction must be 
made between employees. 
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Employee Group 


Pensioner 


The employee group is a general division of employees. 


mu Figure 15: Employee Group 


Employees are divided into two levels, an employee group and an employee subgroup. 
Authorization checks are run on these groups to identify items such as remuneration levels or 
different work schedules. 


The employee group is a general division of employees and defines the relationship between 
an employee and the company. Examples of employee groups include employees, 
pensioners, and early retirees. 


The principal functions of the employee group are as follows: 


e Default values can be generated for the payroll accounting area. For example, basic pay 
can be defaulted based on an employee group. 


e The employee group is used aa selection criterion for reporting. 
+ The employee group is one unit of the authorization check. 


A standard catalog of employee groups is delivered and you can extend the selections to meet 
your business requirements. 
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Employee Subgroup 


Employees are differentiated further within the employee group. 
Active employees are differentiated according to their position — 
trainee, hourly wage earner, or salaried employee, for example. 


Figure 16: Employee Subgroup 


The employee subgroup further defines employee groups according to the position of 
employees. Wage earners, salaried employees, and non-pay scale employees are all examples 


of subgroups within the employee group. The employee subgroup can be used to define 
default payroll accounting areas. 


All control features of the personnel structure are defined at employee subgroup level. 


Examples of control features of the personnel structure are as follows: 


Control Feature: Purpose 
Employee Subgroup 
Grouping for the: 


Personnel Calculation 


Rul define different payroll procedures for different employee 
ule 


subgroups 


for example: specify whether an employee's pay should be 
accounted on an hourly or pay period amount basis 


Primary Wage Types 


controls the validity of wage types on an employee subgroup 
level 


Collective Agreement 


ime restricts the validity of pay scale groups to certain employee 
Provision 


subgroup groupings 
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Payroll Area 


fra 
Æ z 


m jm 
t t 


Payroll on the 28th of Payroll at the start of the 
the month for the subsequent month for 
current period the previous month 


mu Figure 17: Payroll Accounting Areas 


The personnel structure also includes the payroll area which represents an organizational unit 
used for running payroll. Employees who have payroll run for them at the same time, for the 
same period of time, are assigned to the same payroll area. 


Payroll accounting is generally performed for each payroll accounting area. The payroll 
accounting area provides the payroll driver with the employees to be accounted and the dates 
of the payroll period. 


The employees with the same payroll accounting area on the organizational assignment 
infotype will be processed together for payroll. 


Hint: 
An employee may only change payroll accounting areas at the end of a period. If 


an employee changes status from wage earner to salaried employee in the 
middle of the pay period, and the payroll area is different for both, you should not 
enter the new payroll area until the start of the following month. 


LESSON SUMMARY 
You should now be able to: 
e Identify the elements of Human Capital Management structures 


+ Analyze the elements of the enterprise structure 


e Display the elements of the HCM personnel structure 
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LESSON OVERVIEW 
In this lesson, you will learn how to set up and maintain an organizational structure. 


Business Example 


As the Organizational Management Specialist for your organization, you are responsible for 
creating, maintaining, and updating the organizational structure. For this reason you require 
the following knowledge: 


e A solid understanding of the organizational structure 


e A good understanding of how to create organizational objects 


LESSON OBJECTIVES 
After completing this lesson, you will be able to: 


e Identify objects included in an organizational plan 


Organizational Plan 


An organizational plan provides a model of the structural and 
personnel environment at your enterprise. 


Figure 18: Organizational Plan 
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Organizational management includes various objects which are used to create the structure 
of your company. An organizational plan is a comprehensive model of the structural and 
personnel environment of your company and is created using organizational units and 
positions. 


Hierarchies within your organizational plan set up your organizational structure. The 
organizational structure depicts the hierarchy that exists between the various organizational 
units in your company. The organizational structure is created by relating organizational units 
to one another. 


Activities to create an organizational plan include the following: 
e Create root organizational unit 

e Create subordinate organizational units 

e Create jobs 

e Create positions 

e Assign cost centers 

e Assign persons 

e Maintain other object attributes 

The order of these steps is not fixed. 


Organizational Units 


Organizational units describe the various business units that exist 
in your enterprise. Multiple organizational units and their 
interrelationships form the organizational structure. 


Executive Board 


Human Resources Finance 


Payroll Other Creditors Customers Audit 
services 


mn Figure 19: Object Types: Organizational Units 


Organizational units describe the various business units that exist in your company. 
Organizational units can be classified generally (for example by function or by region), or 
specifically (for example by project group). Multiple organizational units are related with one 
another in an organizational plan and their relationships form the organizational structure. 
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Organizational units can be linked to cost centers from accounting. This example illustrates 
the organizational unit of Executive Board as the superior object over two subordinate 


organizational units, Human Resources and Finance. 


Organizational units include positions which form the reporting structure (chain of 


command). An organization chart maps the structure in your company and your create a 
reporting structure by creating and maintaining positions and relating these to one another. 


The hierarchical interrelationships that exist between the organizational units represents the 


organizational structure of your enterprise. 


The example shows the organizational unit Executive Board as the superior object over two 


subordinate objects, Human Resources and Finance. 


Jobs 


Jobs are general classifications of tasks that are performed 
by employees. 


Examples: 

e Head of Department 
e Buyer 

e Secretary 


Department 


Figure 20: Object Types: Jobs 


Jobs are general classifications of attributes, tasks, or responsibilities required for the job. 
Jobs are used when creating positions and tasks assigned to a job are inherited by the 
positions created based on that specific job. When you create jobs, keep the tasks as general 
as possible and as specific as necessary. You can create many positions from one job. 


Jobs are important for the following application components: 
e Shift Planning 
e Personnel Cost Planning 


e Personnel Development 


© Copyright. All rights reserved. 


Unit 2: Structures in Human Capital Management 


Hint: 


Your job descriptions should be as general as possible and as specific as 
necessary. 


Positions 


Positions are the individual employee assignments. 
Positions are occupied by persons. 


Job: Manager e Positions are enterprise- 
specific 


A number of positions are 
based on the same job 


As arule, each position 
represents one employee. 
However, it is possible for 
a position to be occupied 
by more than one 
employee. 


Position: | ; | i Position: 

Purchasing k à Personnel 

Manager = Manager 
Position: 


Sales Manager 


Figure 21: Object Types: Positions 


Employees hold positions within your organization. A position inherits a job's tasks and you 
can also assign additional tasks that refer specifically to one position. Positions can be 100% 
filled, partially filled, or vacant. One position may be shared by multiple employees, each 
working less than full time. For example, two employees can hold the same position at the 
same time. One works 60% of the time and the other works 40%. 
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Cost Centers 


Cost centers can be assigned to organizational units and positions. 
The relationship between organizations and cost centers is 
hierarchically inherited along the structure. 


Human Resources 


Cost Center 1000 
! + 


Cost Center 2000 


= Dl 


Payroll Other 
services 


: Position: 
į Administrator 


Figure 22: Object Types: Cost Centers 


Cost centers are maintained in Controlling and can be linked to either organizational units or 
positions. Cost center assignments are inherited along the organizational structure. Multiple 
cost center assignments/percentages can be set up. The cost center can be set at the 
organizational unit and changed at a lower level such as position or person. 
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Persons 


Persons are objects that hold positions within the organizational 
structure. Additional information for persons is maintained in 
Personnel Administration. 


Personnel Administration: 


Infotype 0001: 
Organizational Assignment 


Infotype 0002: 
Personal Data 


Infotype 0007: 
Planned Working Time 


Infotype 0008: 
Basic Pay 


mu Figure 23: Object Type Persons 


Persons are objects that hold positions within the organizational structure (which is governed 
by Organizational Management). Persons generally represent employees. 


Information in Personnel Administration for employees can be defaulted from Organizational 
Management data, such as the Employee Group/Subgroup, infotype 1013. 
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Object-Oriented Design 


Objects © 


© Organizational Management manages 
based on organizational objects i—i 
Dt 


Relationships | 
reports to 


@ Relationships exist between 
these objects is subordinate to 


Characteristics 
© Objects have additional 
characteristics 


Figure 24: Methodology - Object - Oriented Design 


Organizational Management is based on the concept that every element of the organization 
constitutes a unique object with individual attributes. You create and maintain each object 
individually and create relationships between the various objects to form a framework for 
your organizational plan. This gives you a flexible basis for personnel planning, previewing, 
workflows for approvals, and reporting. 


A selection of the main object types for organizational management are as follows: 
e Position - Object type S 

e Person - Object type P 

e Job - Object type C 

e Cost Center - Object type K 

e Organizational Unit - Object type O 
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Object Characteristics: Infotypes 


Once you have created a structure using objects and 
relationships, you can assign additional characteristics 
to the objects. 


Figure 25: Object Characteristics: Infotypes 


Additional characteristics may be created in the form of relationships to other objects, or data 
stored in other infotypes unique to the object. Once you have created your objects and 
structures, you can add additional attributes which are organizational management infotypes. 


Objects consist of the following parts: 


Object 1000 2 1D Number 


e Short and Long Text 
e Validity Period 


e Contains the relationship(s) between this object and other objects 


e Additional characteristics of the objects 


You can define particular characteristics for an object in each infotype. Some infotypes can be 
maintained for all object types, such as the object and relationship infotypes. Others are only 
relevant for particular object types, such as the vacancy infotype, which is only relevant for 
positions. 


Not all infotypes are absolutely necessary. However, they can provide important information 
on objects. 
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Methodology Planning 


Organizational Management provides you with a comprehensive 
view of your enterprise in the past, present, and future. This 
information gives you a sound basis on which to plan and react 
to future personnel changes and requirements. 


Present 
Figure 26: Methodology: Planning 


Organizational management provides a comprehensive view of your company in the past, 
present, and future. This information provides a sound basis on which to plan and react to 
future personnel changes and requirements. In the example, the left structure shows the 
current status of the organizational structure and the right, the planned structure in the 
future. All data is created with a unique two-character alphanumeric code, a start and end 
date and each is a different plan version and all are completely independent of one another. 
The Organizational Management component lets you plan and map any kind of organizational 
restructuring or reorganization of your company. 


E LESSON SUMMARY 
You should now be able to: 


e Identify objects included in an organizational plan 
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Using the Organization and Staffing Interface 


LESSON OVERVIEW 
In this lesson you will learn how to enhance the organizational structure using the 
Organization and Staffing Interface. 


Business Example 


As the Organizational Management Specialist for your organization, you are responsible for 
creating, maintaining, and updating the organizational structure. For this reason you require 
the following knowledge:As the Organizational Management Specialist for your organization, 
you are responsible for creating, maintaining, and updating the organizational structure. For 
this reason you require the following knowledge: 


e A solid understanding of the organizational structure 


e A good understanding of how to create organizational objects 


LESSON OBJECTIVES 
After completing this lesson, you will be able to: 


e Update Human Capital Management structures with the Organization and Staffing 
Interface 


Organization and Staffing Interface 


Organizational Management includes the update of Human Capital Management (HCM) 
structures using various tools. One of these tools is the Organization and Staffing Interface. 


The Organization and Staffing Interface enables the creation of the following objects: 
e Organizational Units 

e Positions 

e Jobs 

e Tasks 


You can create these objects quickly by providing basic details and the interface creates the 
required relationships automatically. Relationships link the objects together providing your 
organizational plan. 


The Organization and Staffing Interface enables the following activities: 
e Maintain basic data for your organizational plan. 


e Maintain the reporting structure (hierarchy of positions) that exists between the positions 
in your organizational plan. 


e Maintain cost center assignments. 
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e Maintain certain infotypes. 


All objects you create in Organization and Staffing are automatically assigned an object 
identification and with a status of Active. 


Search Area 
Locate objects 


Detail Area 


Display and maintain object 
characteristics 


Object Manager Hierarchy Framework 


mn Figure 27: Organization and Staffing: Navigation 


The Organization and Staffing interface is divided into 4 work areas. 


Work areas of the Organization and Staffing Interface include the following: 


Object Manager: 


The object manager is on the left side of the screen and is divided into a search area at 
the top with a selection area below. 


e Use the search area to locate objects such as organizational units, persons, jobs, 
positions, and users. 


e The selection area provides the results of the search. Click an object from the results 
list and the details of the selected object are transferred to the work overview and 
detail areas. 


Hierarchy Framework: 


The hierarchy framework is on the right side of the screen and is divided into overview 
and detail areas. 


e The overview area provides a view of the organizational unit hierarchy or the staffing 
assignments of an organizational unit. 


e The detail area is used to maintain objects and their characteristics. 
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Organization and Staffing Edit Goto Settings System Help 


al = eGaei Dr . 


Change Organization and Staffing 


2 
le[2) alue] ws] 


Staffing plan (structure) 
© O Retail company 
© O Central organization 
C Human Resources 
C Financial Accounting/Controlling 
C Marketing 
O Logistics/DP 
> & Employes DP 
& Employee DP 
D C Assortment planning 
Details for retail company organizational unit 


% Basic Data Account assign Cost distribution Address Working time Quota planning [>P 


Organizational unit  Retailco. Retail company 


[_] Starr [_] Department Valid on 02/23/2000 
@ No periods 


Holder Percentage Assigned as of Assigned until General description 


(Lol) ls] aa ea 


mu Figure 28: Organization and Staffing 


The Organization and Staffing interface provides a view of the selected object and is 
organized with a navigation tree. Different views are available and you can create additional 


views to meet your requirements in customizing. 


Each infotype uses a start and end date to 
identify the validity of the infotype data. 


Determine Date and Preview Period 


| mu Figure 29: Date and Preview Period 


Each infotype uses a Start and end date to identify the validity of the infotype data. Validity 
dates determine the existence of an object. The validity date in the Organization and Staffing 
Interface determines the point at which data will be displayed. 


Validity dates enable you to do the following: 
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e Define the validity of an object or object characteristics 
e Identify changes in your organization while retaining historical data 
e Enable the evaluation of the organizational structure on key dates 


e Evaluate key data or specific time periods from the past, present, or future 


C1 J Organizational unit A 7 Date and preview period 
& 7 Position < - Scroll up in range 


à 7 Manager ‘Ww | Scroll down in range 


x 
re Person HE Column configuration 


Gad - Job De - Hide detail 


S 1 Task TY q Show detail 
7 Undo 


Lj 7 Create object 
mu Figure 30: Important Icons 


The Organization and Staffing Interface provides details of your organizational plan and 
includes infotype icons opposite the objects. A list of infotype icons is displayed by selecting 
the Icon Legend. 
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Use the search area to locate 
objects. You can also search by 
relationships with other objects 
and store results as "favorites". 


Pg Figure 31: Search Area 


The search area provides tools to search for different objects in Organizational Management. 
You can search by relationships with other objects and store results as favorites. 


@ In the standard system there are three search 
tools available in the search area (symbol |H]). 


Search using 
a search term 


Structure 


search 
rs, 


corresponding fom 
in agaon, fields can be moved 1 this area using Drag & Drop 


Oooogoo0o00000 O 
Ooo0000000000 g 


Search using 
a query 


| = ter «El = 
"M Figure 32: Search Tools in the Search Area 


Delivered search tools allow you to find objects using the name, abbreviation, or ID of the 
object. You can also search for objects that are assigned directly or indirectly to another 
object (for example, all positions for a specific organizational unit). 
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The following search tools are available: 
e Search Term 
+ Structure Search 


e Free Search (search using a query) 


The results from the search 
appear here for selection. 


Double-click the desired object 
to bring it into the overview area. 


Figure 33: Selection Area 


The results of your search appear in the hit list. Double-click the object you want to edit and it 
is transferred to the overview area. 


You can display the overview in either list mode 

or as a tree structure. Double-click to reach further 
object characteristics in the detail area. 

In the overview area you can switch between the 
organizational structure and the staffing plan of 
one organizational unit. 


~ Figure 34: Overview Area 
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Organizational units can be displayed in the tree structure or in list mode. Double-click an 
object and additional information is displayed in the detail area. Characteristics of the 
selected object can be updated in the detail area. 


The overview area is used for the following activities: 

e Create new objects 

e Display organizational units in a tree structure 

e View a structure as a list to display staffing assignments 
e Define which details are displayed 


e Drag objects from the Selection Area to assign new positions, persons, or users to a 
staffing plan. 


e View objects using the GoTo selection 


Characteristics of the object in the 
overview area can be maintained here. 
Use tab strips to identify and group 
similar data. 


mm Figure 35: Detail Area 


Different attributes, relationships, and characteristics of objects are grouped on different tab 
pages in the detail area. You can maintain them directly where they are or use Drag & Drop to 
maintain them outside the selection area. Relationships are automatically created using Drag 
& Drop. When adding attributes in this area, you are creating infotypes. 


Icons are displayed if functionality is possible. Data entered can be undone and restored using 
the appropriate icons provided the data has not been saved. 


je LESSON SUMMARY 
You should now be able to: 
e Update Human Capital Management structures with the Organization and Staffing 
Interface 
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Reporting on Existing Positions 


LESSON OVERVIEW 
In this lesson you will learn how to execute an organizational structure report. 


Business Example 


As the Organizational Management Specialist for your organization, you are responsible for 
creating, maintaining, and updating the organizational structure. For this reason you require 
the following knowledge: 


e A good understanding of the organizational structure 


e A basic understanding of reporting on organizational objects 


LESSON OBJECTIVES 
After completing this lesson, you will be able to: 


e Execute a report on existing positions 


Evaluation Paths and Reports 


mh la 
Reporting Path: O-O_ DOWN "a n 


Eu De mu 
aa  vrrrye 


Reporting Path: O-S-P 


EA 


Loose 
Reporting Path: PLSTE 


Figure 36: Evaluation Paths 


Evaluation paths are the foundation for organizational management reports. Evaluations in 
organizational management require a start object and an evaluation path. The evaluation path 
determines which relationships the system should use to reach a different object. 
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Many evaluation paths are standard delivered. If you cannot find a suitable evaluation path in 
the standard system, you can create your own evaluation paths in customizing. 


You create a reporting 
structure by relating 
positions with one 
another. 


The relationships between 
organizational units form 
the organizational plan. 


Executive Board 


Payroll Benefits Creditors Customers Audit 


mn Figure 37: Reporting 


Organizational plans and reporting structures represent only a fraction of the reporting 
functionality that is available in Organizational Management. 


Organizational management reporting options are organized according to different object 
types. Navigate in the SAP Easy Access screen by choosing: Human Resources 

— Organizational Management — Info System. Open the folders for the various objects to 
view available reports. 
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is 
ssigned 
Default values 
occupies from 
= Organizational 
“is Management 
ition 


Org. unit is assigned | 
or receives Is 


1 
Pi inherits assigned E 
ka 

E D: 

7 q EE 

Q sey" sil: 
1 ‘ ia 
\ = < : | 

ae fai 
; fe Lu 
4 |! 
1 
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Employee 


Cost center 


If Personnel Administration and Organization Management are integrated, you can enter the 
position in the Actions infotype (0000). This infotype must be maintained first. You cannot 
overwrite the fields job, organizational unit, or cost center. They specify the relationships to 
the position. 


Default values can be supplied for the personnel area, personnel subarea, business area, 
employee group, and employee subgroup fields. 


m LESSON SUMMARY 
You should now be able to: 


e Execute a report on existing positions 
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Learning Assessment 


1. The foundation of Organizational Management is the organizational plan. 


Determine whether this statement is true or false. 


2. Which infotype provides information on an employee's place in each of the Human Capital 
Management structures? 


3. What objects can be created using the Organization and Staffing Interface? 


4. The evaluation path determines which relationships the system should use to reach a 
different object. What do evaluations in organizational management always require? 
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1. The foundation of Organizational Management is the organizational plan. 


Determine whether this statement is true or false. 


Correct. The organizational plan is the foundation of Organizational Management as it 
provides a complete model of the structural and personnel environment of the company. 
Hierarchies and reporting structures are clearly laid out. 


2. Which infotype provides information on an employee's place in each of the Human Capital 
Management structures? 


You can see a person's place in each of the three structures on infotype OOO1 - 
Organizational Assignment. 


3. What objects can be created using the Organization and Staffing Interface? 


You can create organizational units, positions, jobs, and tasks. 


4. The evaluation path determines which relationships the system should use to reach a 
different object. What do evaluations in organizational management always require? 


Evaluations in organizational management always require an evaluation path and a start 
object. 
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Maintaining Employee Information 59 
Lesson 2 
Executing Personnel Actions 75 
Lesson 3 
Maintaining Employee Data Using SAP NetWeaver Business Client (NWBC) 85 


UNIT OBJECTIVES 


Identify the characteristics of infotypes 

Create an infotype record for an employee 

Execute fast entry to update infotype records 

Complete a series of infotypes for an employee using an action 


Maintain employee data using SAP NetWeaver Business Client 
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Maintaining Employee Information 


LESSON OVERVIEW 
This lesson shows you how to maintain employee data. 
Business Example 


As a Human Resources Administrator, you are responsible for the maintenance of employee 
information and must be able to update existing and create new data records. For this reason, 
you require the following information: 


e A good understanding of how to find employee information 


e A good understanding of the various ways to maintain employee information 


LESSON OBJECTIVES 
After completing this lesson, you will be able to: 


e Identify the characteristics of infotypes 
e Create an infotype record for an employee 


e Execute fast entry to update infotype records 


Personnel Administration 

Employee information is broken down into different types of data, for example name, address, 
and basic pay. This information is stored on infotypes based on the type of data. For example, 
personal data is stored on the Personal Data Infotype 0002 and includes details such as first 
and last name, date of birth, and marital status. Information on the pay of an employee is 
stored on the Basic Pay Infotype 0008 and this includes salary, hourly rates, and premiums, 
for example. Infotypes can be created, updated, changed and deleted and each infotype 
record has a validity interval or key date. 


There are several ways to maintain employee data on infotype records. 
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Fast Entry 
ith l 
Change Organizational Assignment OD with proposal 7 ef 


alla Æ | Org Structure Recur. Payments/Ded 
Additional Payments 


Single Screen L Fiscal Data p 


1 Infotype Fast Entry 
1 Personnel number 1 Infotype 


Multiple personnel 
numbers 


Create Personal Data 
3 Create Bank Details 


Create Addresses 


a 
=! Create Planned Working Time Personnel Actions 
À Create Actions Sequence of infotypes 
A DE | (D ose 1 Personnel number 
mu Figure 39: Infotype Maintenance 


Different ways to process infotypes records include the following: 


Single Screen Maintenance 
Single screen infotype maintenance includes calling individual infotypes, one at a time, to 
maintain data for a specific employee. 

Personnel Actions: 
A personnel action is used to present a series of infotypes for one employee in a specific 
order. These infotypes are completed one at a time and upon saving, the next infotype in 
the sequence is presented. 

Fast Entry: 


Fast entry enables you to maintain one infotype for more than one personnel number at 
the same time. 
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Infotype Maintenance 


HR Master Data Edit Goto Extras Utilities Settings System Help SAP. 


mu Figure 40: Maintaining Infotypes: Overview 


The first step in maintaining employee information is finding the personnel number linked to 
the individual. Search help functionality enables you to search for a specific individual. 
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Search Help 


Search Area D 


Collective search hel 
Search term 


Find P 
HSS Free search 


IC number PersIDNo. 


Last name - First name 
Organizational © Hit List 


assignment 


L.name F.name Pers. no. 


Cameron James12099824 


Campell A 10099100 
Restrict Value Range Es ds 


Last name | Cam (4) 
First name 


___g 


Figure 41: Search Help (1) 


The Search Help function in the work area enables you to select personnel numbers 
according to criteria such as last name, first name, birth date, organizational assignment, and 
so on. 


To search for a personnel number using Search Help functionality, proceed as follows: 


1. Choose one of the search options from the search area (for example, collective search 
help, search term, free search). 


2. Further define the type of search you want to use (for example, enter a first name, last 
name, organizational unit). 


3. Restrict the value range of the search (for example, to search by last name, enter the last 
name of the employee). 


4. The hit list displays the personnel numbers that match the selection criteria you entered in 
the previous step (for example, if you searched by last name, the hit list includes all 
employees with that specific last name). 


5. Double-click the name of the employee you wish to work with and their specific data is 
displayed in the work area. 


Search Help (2) 


Search Help can be accessed through the personnel number field or directly in the Search 
Area. 
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Search Area 
Locate objects 


Hit List À q 
| Choice of Search Help 
Last name First name 


James IC number PersIDNo. 
Last name - First name 
Organizational 
assignment 


M | Figure 42: Search Help (2) 


You can also use search help functionality directly from the personnel number field. You can 
select personnel numbers according to criteria such as last name, first name, birth date, 
organizational assignment, and so on. 


To search from the personnel number field, proceed as follows: 


1. Position the cursor on the Personnel Number field and click the arrow symbol on the far 
right of the field or choose F4. 


2. Select the type of search help you want to use (for example, first name, last name, 
organizational unit). 


3. On the next screen, restrict the value range of the search. 


4. The system displays a list of all the personnel numbers that match your selection criteria. 
Double-click the desired data record from the hit list and the specific data for the selected 
individual is presented. 
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Initial Entry Screen 


HR Master Data Edit Goto Extras Utilities Settings System Help SAP, 
g aja Cae önd HE) Ow 
Sa] Maintain HR Master Data 
AEA i E 


Core Employee Info.j, Employee contract data £ Gross/net payroll Net payroll 


Infotype text 


| © Period 


|_| Organizational Assignment Fr. to 

|_| Personal Data | O Today (©) Current week 
Addresses (OAI © Current month 
Bank Details © From today © Last week 


Family Member/Dependents © Up to today © Last month 
Challenge 


© Current period © Current year 


iit Choose | 


Figure 43: Initial Entry Screen for Infotype Maintenance 


Frequently used infotypes are grouped together by subject matter and assigned to static 
menus. You can set up infotype menus to meet your business requirements. One infotype can 
be included in more than one menu and rarely used infotypes may not be included in any 
menus at all. 


Infotypes can be accessed using direct selection whether or not the infotype is displayed in a 
menu. To access a particular menu, select the tab page. The green check mark next to the 
individual infotype indicates a record exists and that you have the security authorization to 
view or modify the data for the selected personnel number. 
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Infotypes 


Organizational 5 Basic Pay 
Assignment 


etc. 


Personal Data Addresses Planned Working Time 


Figure 44: Infotypes 


Infotypes contain information on individual employees in data fields such as last name, first 
name, and date of birth. Data fields are grouped into data groups or information units 
according to their content. In Human Resources, these information units are called 
information types or infotypes for short. 


HR data is stored in groups that logically belong together according to content. For example, 
place of residence, street, and house number make up an employee's address and are 
consequently stored (together with additional data) in the Addresses infotype. 


Infotypes have names and four-digit keys. The Addresses infotype, for example, has the key 
0006. 
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Subtypes of Infotypes 


Subtype Child 


mu Figure 45: Subtypes of Infotypes 


Many infotypes have subtypes which further defines the type of information stored for 
individuals. Subtypes of infotypes makes it easier to manage information and allows you to 
assign different control features to different subtypes (for example time constraints). 


An example of an infotype with various subtypes is the Family Member/Dependents infotype 
0021: 


Spouse: 
e Spouse is subtype 1 


+ Spouse has a time constraint of 2 (only 1 record of this subtype may exist at the same 
time) 


Child: 
e Child is subtype 2 


e Child has a time constraint of 3 (many records of this subtype may exist at the same 
time) 
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Selection Using Infotype Number 


Maintain HR Master Data 


OEE 


Maintain HR Master Data 
z EG 1 
D2 #10 a A | LS 


Julie Armstrong 


Pay scale 


01 International 


Organizational Assignment =e 

Personal Data 

Contract Elements 

Internal Data 

ome F ee W... | Wage type long text Amount 
lanned Working Time 

Time Recording Info M000 | Hourly rate 

Travel Privileges 


Figure 46: Selection Using Infotype Number 


In the Direct Selection area at the bottom of the master data screen, you can call the infotype 
you wish to work with in a variety of ways. 


You can access an infotype in the following ways: 


e Enter the infotype number in the Direct Selection Infotype field and select enter to 
continue. The name of the infotype is presented in the field. Choose the desired activity 
(display, copy, create, etc.). 


¢ Enter the name or part of the name of the infotype (for example: Pay). All infotypes with 
the word Pay in the name is presented in the tab page. Choose the desired infotype by 
selecting the button to the left of the name, select the desired activity (display, copy, 
create, etc.). 


Hint: 
© You can add the user parameter HR_DISP_INFTY_NUM with a value of X to view 


the infotype numbers on the infotype screen. 
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Initial Entry Screen 


HR Master Data Edit Goto Extras Utilities Settings System Help ` 
2 500d HA OG 


E Infotype text : 


|_| Actions © Period 


|_| Organizational Assignment, Fr. 

E Personal Data z () Today () Current week 
|_| Addresses E © All © Current month 
|_| Bank Details = © From today () Last week 

E Family Member/Dependents ifs © Up to today © Last month 
|_| Challenge 4 © Current period © Current year 


T Choose 


mu Figure 47: Initial Entry Screen for Infotype Maintenance 


Data records are always stored in the system with a start date and an end date, with a few 
exceptions such as infotype 0015, Additional Payments, which uses a Date of Origin or Payroll 
Period. This allows you to save data for exact periods. 


When you select infotypes, you can specify a selection period in the displayed screen area. 


Time Constraints 


When an infotype is updated, previous data remains in the system as part of historical data. 
Each infotype record is stored with a specific validity period or key date. This means that the 
system can contain more than one record of the same infotype at the same time, even if their 
validity periods coincide. 


Time constraints control how information for infotypes is handled. A time constraint is an 
attribute of infotypes or subtypes which controls system reaction when data is updated. The 
time constraint controls whether the system is to, for example, delimit, delete, etc., the 
existing record. 


If you enter and save new information in an infotype, the system checks whether a record 
already exists for this infotype. If this is the case, the system reacts based on rules or time 
constraints set up for that particular infotype or subtype. 


Master data time constraints for infotypes and subtypes include the following: 
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Time Definition 
Constraint 


Time 


| Infotypes or subtypes with time constraint 1 must be unique. Only one 
Constraint 1 


valid record can exist for any given period. 
There can be no gaps between records. 


Infotypes with time constraint 1 must exist in the system (for example 
Basic Pay, Personal Data, Planned Working Time). 


When you add a new record to an infotype with time constraint 1, the 
system delimits the overlapping infotype record on the key date and adds 
the new record. 


If you delete an infotype with time constraint 1, the previous record is 
automatically extended. 


For example, Basic Pay infotype (0008): If you delete the existing Basic 
Pay infotype record, the system will automatically extend the dates of 
the previous Basic Pay infotype record. 


Time 


; Infotypes or subtypes with time constraint 2 can only have one record for 
Constraint 2 


a given time period. 
An infotype with time constraint 2, does not have to exist. 


There can be no overlapping records. If two infotype records overlap, the 
system adapts the previous record accordingly by deleting, dividing, or 
delimiting it. 


An example of an infotype with time constraint 2 is the Family 
Member/Dependents infotype (0021), subtype Spouse (1). 


= The employee does not have to have a spouse, but if one does exist, 
there must be only infotype record with this subtype at any given 
time. 


Time 


; Infotypes or subtypes with time constraint 3 do not have to exist. 
Constraint 3 


There can be gaps between records. 


There can be overlapping records. If records overlap, the system does not 
react at all. 


Examples of infotypes with time constraint 3, are Monitoring of Tasks 
(0019) and Objects on Loan (0040). 
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Generating Histories 


01/01/00 07/01/09 12/31/99 


| 
Standard salary 5,000 yr 


D Create Standard salary 5,500 


> 
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a 
2 
nw 
(y 
m 
(b) 
Q. 
> 
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= 


Standard salary 5,000 SEME EEIE EAU 


Warning: 
Data record valid from January 1, 2000 to December 31, 9999 
is delimited 


mm Figure 48: Generating Histories 


If you create a new record when a previous record already exists, the system reacts based on 
the time constraint of the infotype or subtype. In master data, there are three different time 
constraints which are characteristics of infotypes or subtypes. 


Infotype Maintenance 
Initial Entry Screen for Infotype Maintenance 
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HR Master Data Edit Goto Extras Utilities Settings System Help’ (SAPA 
ca 2002 0A 00 


ister Data 


Figure 49: Initial Entry Screen for Infotype Maintenance 


There are various processing options you can use to maintain master data. 


Maintaining Infotypes 


O Create ? Change (= correct) 


New infotype record Correct errors 
Blank entry screen Enter missing data in fields 
Fill required fields V Ø No history 


History A 
> Delimit 


Enter end date for current 


Copy record 


New infotype record | 
Screen from previous record AZ History 


Overwrite start date ; 
Remove infotype from 


AZ History database 
U Ø No history 


Figure 50: Maintaining Infotypes 


Infotype maintenance means processing data already in the system, and entering and saving 
new data. You can change existing records and add new records for an employee. 
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Infotype processing options include the following: 
Change: 
e You can correct an existing record without creating a new one. 


e Use the change option to overwrite an existing infotype record, but not to create a new 
infotype record. 


e Changes to infotype records are not included in the history. 
Create: 
e Enter new data on a blank entry screen 
e The old record, which may be delimited if necessary, remains in the system. 
e Infotype history is created using the appropriate validity periods. 
Copy: 
e Create new infotype records 
e Enter data on an entry screen containing the currently valid data. 
e Update the required fields by overwriting the existing values. 
e Updates infotype history 
Delimit: 
* End dates the record 
Delete: 


e Permanently deletes the record (providing the time constraint will allow) 


© Copyright. All rights reserved. 


Lesson: Maintaining Employee Information 


Fast Entry 


Options for Using Fast Entry: 


Individual employees receive bonuses of differing amounts at 
! different times. 


Scenario 2: 


l . . . . . 
! All employees of an entire organizational unit receive the same 
! bonus on the same date. 


Figure 51: Fast Entry 


Fast entry enables you to maintain an infotype for more than one personnel number on a 
single screen. This makes data processing faster and more efficient. If the amount of data is 
large, it can be processed using batch input which means the infotypes are updated by a 
batch input session processed at night via a batch job. 


| Individual employees receive bonuses of differing amounts at 
| different times. 


On the initial screen, simply select the infotype you want 
to create and the Enter in fast entry screen option. 


In this list, you can enter the 
personnel numbers, bonus, 
and date of origin. 


Figure 52: Fast Entry Example 1 
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You manually create lists of personnel numbers or use a report in accordance with 
predetermined selection criteria. 


The use of default values reduces the time required to enter data. You can overwrite the 
default values on the list screen for any personnel number. The data entered is either 
processed immediately online, or at a later date as a batch input session. 


Fast entry enables you to enter infotype data (for example, additional payments) for several 
employees. 


jy LESSON SUMMARY 
You should now be able to: 
e Identify the characteristics of infotypes 


e Create an infotype record for an employee 


e Execute fast entry to update infotype records 
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LESSON OVERVIEW 
This lesson shows you how to update employee information using a personnel action. 


Business Example 


As a Human Resources Administrator, you are responsible for the maintenance of employee 
information and must be able to update existing and create new data records. For this reason, 
you require the following information: 


e Agood understanding of required employee information 


LESSON OBJECTIVES 


After completing this lesson, you will be able to: 


e Complete a series of infotypes for an employee using an action 


Employee Hiring Action 


Salary Data 


Organizational 
Assignment 


etc. 


Work schedule 


= > DU 
| | 
Personal Data/ à | | 


Addresses Shift Data 


Figure 53: Hiring An Employee 


The objective of master data administration in Human Resources is to enter and maintain 
employee-related data for administrative, time-recording, and payroll purposes. 
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Personnel action: 
sequence of infotypes 
to map a personnel 
process 


Org. Assignment 


Personal Data 
Actions 


Personnel Actions 


0099300 


| Hiring [is] 


Figure 54: Hiring Action 


When an employee is hired, you enter the required information into the system by executing a 
hiring action. À hiring action presents infotypes in the order specified by configuration to the 
HR administrator for completion. After each infotype is saved, the next one in the action is 
presented for completion. You may skip a presented infotype and, if required, complete the 
data at a later time. 


Hint: 
oO You can adjust personnel actions in Customizing to meet your requirements. 
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When you hire an employee, you must enter data in 
the following infotypes : 


Actions (0000) 

Personal Data (0002) 

Organizational Assignment (0001) 

Addresses (0006) 

Planned Working Time (0007) Country-specific iniatypes 
Basic Pay (0008) 

Bank Details (0009) Canada 

Absence Quotas (2006) 


| Figure 55: Entry Screens for Hiring 


Data is recorded for these infotypes during the hiring action. In addition, country-specific 
infotypes such as taxes and benefits are usually included in the action. 


Access via Personnel Actions 


Personnel Actions 


| |Actiontype |Pers.Area | EE Group [EE Subgroup 


|-| Organizational reassignment | | J 
| | Transfer (EDP) -active | | 
| [Hireapplicant | | 
| |Transfer(EDP)-retiee | | o o Jo ë 
|__| Change in pay | 
| | Early retirement | 
| [teaving | 

|_| Time recording (mini master) | | |" 


Figure 56: Hiring: Initial Screen 


Personnel actions are accessed using transaction code PA40. When called, a table of all 
available actions is presented. To hire an employee, choose the hiring action and enter the 
employee's start date. 


With internal number assignment, the system displays the next available personnel number. 
With external number assignment, you enter a personnel number that has not yet been 
assigned. 
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On the initial screen, you can enter the personnel area, employee group, and employee 
subgroup of the new employee. Alternatively, you may execute this screen and enter this 
information on the next screen which is the Actions Infotype OOOO. 


Create Actions 


<j B R @ Change info group 


| 50099300 | 


31.12. 9999 


Personnel action 


Action type Hiring HRO50 
Reason for action 


Reference pers. no. 


Customer-specific 
Employment active 
Special payment Standard wage type 


Organizational assignment 
Position 
Personnel area 
Employee group 
Employee subgroup 


| Figure 57: Actions 


The Actions infotype is the first of the personnel action infotypes and it logs the personnel 
action. Additional information which may be recorded on this infotype include the reason for 
the action and a reference personnel number (if the person has more than one type of 
employment relationship with in the company). The status indicators are assigned by the 
system and cannot be manually maintained. 


You can directly assign the person to a position. If you have integration between personnel 
administration and organizational management, and have stored information on the position 
(such as personnel area, employee group, and employee subgroup), the system will suggest 
these as default values. If integration is not active or you have not stored relevant information 
on the position, these values may be manually maintained. 


Hint: 
The Actions infotype is a prerequisite to the Organizational Assignment infotype 


(0001). You must save the Actions infotype. The values stored in this infotype 
are copied to the Organizational Assignment infotype. You cannot maintain the 
values there (except for in the Position field). 


Once you have completed and saved the actions infotype, the remaining infotypes are 
presented for completion in the order specified in customizing. 
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Infotype Edit Goto Extras System Help 
Personal Data 


Family Member/Dependents 


Last name 
First name 


Date of birth married d 
Nationality 1 child e° 
Marital status SNS 
No. of children 


Figure 58: Personal Data 


The Personal Data infotype (0002) stores an employee's personal details. This includes the 
employee's name, nationality, birth date, and marital status. Depending on the country in 
which the employee is employed, the infotype uses different screens, which are, in part, 
country-specific. 


Dynamic actions are performed automatically by the system when specific conditions are 
met. For example, dynamic actions are set up on the Personal Data infotype (0002) to 
facilitate data entry. Based on entries in specific fields of this infotype, the system will present 
additional infotypes to ensure complete information is stored. 


Examples of infotypes dynamically called from the Personal Data infotype 0002 include the 
following: 


Field Completed on Personal | Infotype Dynamically Pre- Data Included 
Data Infotype 0002 sented 


Marital Status Family Member/Dependents | Information regarding the 
infotype 0021, subtype 1 spouse 
Spouse 


No. of Children Family Member/Dependents | Information regarding the 
infotype 0021, subtype 2 child/children 
Child 


If the employee's status is indicated as married on this infotype, the system automatically 
displays the Family Member/Dependents infotype (0021), which stores information on the 
spouse of the employee using the subtype 1. 


If you indicate the employee has a child (or children) on the Personal Data infotype, the 
system automatically displays the Family Member/Dependents infotype (0021), which stores 
information on children using the subtype 2. 


> E 
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Create Personal Data 
EREJE 


Create Family Member/Dependents 


DE (SS) & | Org Structure | 


er 
Comm. Language English 01.01.2005 [OK 31.12. 9999 


Marital status Marr. — 
Since Family Member/Dependents 
No. child. Family member Child 


| Figure 59: Dynamic Actions 


Another example of a dynamic action is as follows: 


e When you hire an employee, you enter the probationary period in the Contract Elements 
infotype. After you have saved this information, the system automatically displays a record 
from the Monitoring of Tasks (0019) infotype and the subtype Expiry of probation (1) for 
processing. 


Create Organizational Assignment 


fa K | | Org Structure 


| 01.01.2005 | .01.2005 31.12.9999 


Enterprise structure 

CoCode CABB Caliber ‘A’ 

Pers. area CABB New York Subarea 0004 (3) 
Cost ctr Bus. unit 9900 


Personnel structure 
EE Group 1 Payr.area X0 HR-X: Monthly 
EE Subgroup XO Contract 2 


Organizational plan E Administration 
Percentage 100,00 ia Assignment Group CABB 
Position 50062029 Personnel 

Job key 50012827 Time 

Org.unit 50014182 Payroll 

Org. key Supervisor 


mu Figure 60: Organizational Assignment 


Upon saving the Personal Data infotype (0002), the system automatically displays the next 
infotype according to customizing which, in our example, is the Organizational Assignment 
infotype (0001). 


The following fields are filled by the organizational assignment: 
e Company Code 
e Personnel Area 


+ Personnel Subarea 
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e Business Area 
e Employee Group 
e Employee Subgroup 


You can enter missing data such as position information if it was not entered earlier. 


Addresses 
EIRE 


Address type Permanent residence 

clo 

Street/House no. 67 Valley Park 

Postal code/City 60119 New York 
District 

Country key USA à 
Telephone number 069/788909 


Other data 


Distance in kilometers 


mu Figure 61: Addresses 


You can store an employee's address in the Addresses infotype (0006). An employee's 
address is often used together with the employee's name from the Personal Data infotype 
(0002) in various employee lists, forms, or for address labels. 


Create Planned Working Time 


J F C ] Work schedule } 
George Vega 


CABB 


01.01.2005 [2] to) 31.12.9999 | Type of work 


schedule 
Work schedule rule 


NORM 
Time Management status No time eval 
Working week 


— Part-time employee 


Default value for the 
average working hours; 
Employment percent . dail taken from the work 
Daily working hrs in. schedule rule 


Weekly working hrs 
Monthly working hrs 
Annual working hrs 


Weekly workdays 


© Copyright. All rights reserved. 81 SAPA 
® 


Unit 3: Personnel Administration 


In the Planned Working Time infotype (0007), specify the employee's work schedule rule. 
This defines the employees daily, weekly, monthly, and annual working times. In addition, you 
specify whether the employee's time postings are evaluated and whether the employee works 
part-time. 


Create Basic Pay 

ED DBS | 5 Wage type E} Wage type | 
50099300 | 

EEGroup 1 Pers.ara  CABB 


CABB 


01.01.2005 | 31. 12. 9999 


Further information ~ 
01 International Capacity utilization level 100,00 % 
01 International Work hours/period 163,00 Monthly 


mu Figure 63: Basic pay 


You store the employee's basic pay in the Basic Pay infotype (0008). Default values can be 
specified for pay scale type and pay scale area in this infotype based on customizing. When 
you enter the pay scale group (and possibly a pay scale level), the system calculates the 
employee's salary using the default values or the values entered by you. 


In the Bank Details infotype (0009), you enter the employee's bank key and account number. 
The system suggests the employee as the default value for Payee. 


You store leave entitlements in the Absence Quotas infotype (2006). You also store the 
deduction from and deduction to dates here. You can use the default dates suggested by the 
system. 


Hint: 
Q Once you save the last infotype in a personnel action, the system displays the 
initial screen of the personnel action. 
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Org. Assignment 


Execute Personal Data 
infogroup 


Actions 


Personnel Actions 


50099300 


| Hiring = 
me CS 


You can restart an executed personnel action by selecting the action on the Personnel Actions 
screen. Actions infotype (0000) is displayed and you must choose Execute infogroup. This re- 
activates the execution of the action and the sequence of infotypes assigned to the action is 
presented and you can make required changes. You must save each record that you change. 
If you do not make any changes, you can go to the next record without saving. 


Change payroll status 


Figure 65: Utilities in Master Data Maintenance 


From the Maintain HR Master Data screen, under the main menu bar option Utilities, the 
following options are available: 


© Copyright. All rights reserved. 83 SAPA 
® 


Unit 3: Personnel Administration 


Delete Personnel Number: 
Enables you to delete personnel numbers from the system for which payroll has not yet 
been performed. 

Change Payroll Status: 


Enables you to manually change the Payroll Status infotype (0003). The Payroll Status 
Infotype is automatically maintained by the system. Selecting this option enables you to 
manually change this infotype. 


Change Entry / Leaving Date: 


This enables you to change the start date and end date of all infotypes included in the 
Hiring Action simultaneously. 


Hourly wage earner Salaried employee 


1. Change of EE subgroup simultaneously 2. Change in pay 


l 


Actions (Infotype 0000) Additional Actions (Infotype 0302) 


- Personnel action Personnel action 
Action type | 02 Org.reassignment|| || Action type | 16 Change in pay 
Reason for action | Reason for action | 


; Organizational Assignment 
Employee group | 1 
Employee subgroup bo 


Figure 66: Additional actions 


The Additional Actions infotype (0302) enables you to log all personnel actions performed for 
one employee on the same day. The log includes all of the action types and action reasons 
performed for an employee on specific dates. This means that you can save more than one 
data record per day for this infotype. 


SAP recommends that you use the Additional Actions infotype to store an action which 
processes more than one infotype in a single infogroup. This is due to the time constraint 1 
assigned to the Actions Infotype (0000) which means only one actions infotype may exist in 
the system for the same period of time. An example of this type of personnel action is Pay 
Change. All of the programs that interpret an employee's status evaluate the Actions infotype 
(0000) only. 


lian LESSON SUMMARY 
You should now be able to: 


e Complete a series of infotypes for an employee using an action 
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LESSON OVERVIEW 
This lesson shows you how to maintain employee data using SAP NetWeaver Business Client. 


Business Example 


As a Human Resources Administrator, you are responsible for the maintenance of employee 
information and must be able to update existing and create new data records. For this reason, 
you require the following information: 


e A good understanding of how to find employee information 


e Abasic understanding of how to maintain employee information using self-services 


LESSON OBJECTIVES 
After completing this lesson, you will be able to: 


e Maintain employee data using SAP NetWeaver Business Client 


SAP NetWeaver Business Client 


ET Business Client 


un 


Employee Self Service 


> Benefits & Payment 
> Purchasing 

+ Work Events 

> My Processes 

> Working Time 

> Personal Information 


> Career and 
Development 


Uncritical basis authorizations for all users 


SAP NetWeaver Business Client 


Z E E 


B28 Employee 


Employee Self Service 


©® 


Benefits & Payment 

In this area, you can use services to display your salary statement 
and other information regarding your payment. 

Payment 

Payments 

Sports Club Fees 


You can request that your sports club fees are deducted directly 
from your salary here. 


Partial Retirement Simulation 


If you are taking part in the partial retirement scheme, you can view 
a simulation of your salary statement here. 


Pension Entitlements 


You can see your expected company pension scheme payments 
here. 


Salary Calculator 


You can simulate changes to your salary, tax data, and social 
insurance data, and see how it would effect your salary statement 
here. 


Total Compensation Statement 

You can view your most recent total compensation statement here. 
Request Car Loan 

You can request a car loan here. 

Partial Retirement Simulation 


If you are taking part in the partial retirement scheme, you can view 
8 simulation of your salary statement here. 


Figure 67: SAP NWBC:- A Harmonized Look and Feel 


Employee Self-Service (HR) 


Log Off 


E E 


Employee Self-Service (Fl) Traveler 


Working Time 

In this area, you can use services to record your working time, 
request leave, and display your time account data. 

Employment Percentage 

Request a Change in Employment Percentage 

You can request a change to your employment percentage here. 
Time Recording 

Record Working Time (CATS) 

You can record your working time here. In the last 30 days, there 
are 0 workdays for which you have recorded either not enough or 
too many hours. 

Leave Request 

Create Leave Request 

You can request leave and other types of absences here. 

Leave Overview 


You can display the Leave Overview and review, change, or 
delete existing leave or other types of absences here. You can 
also request additional leave. 


View Time Account Balances 


You can display your leave balance and other time account 
information here. 


Time Statement 
Time Statement with Period Selection 


You can display your working times, absence times, bonuses, and 
time accounts for any period here. 


SAP NetWeaver Business Client (NWBC) is new as of enhancement package 5. NWBC allows 
customers to implement employee self- services or manager self-services without using a 
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portal. The look and feel of the NWBC screens are very similar to those displayed using a 
portal. 


The SAP NetWeaver Business Client (NWBC) offers a unified environment for, and a single 
point of entry to SAP applications. The SAP NetWeaver Business Client is an environment that 
hosts SAP GUls to provide a unified environment with a more efficient, intuitive and complete 
user experience. Within the SAP NetWeaver Business Client you can move seamlessly 
between Web Dynpro and SAP GUI transactions. For SAP GUI to run within the SAP 
NetWeaver Business Client, SAP GUI must be installed (as part of the SAP NetWeaver 
Business Client installation or separately). 


SAP NWBC offers a solution for hosting following: 
e Classical dynpros (SAP GUI Uls) 

« Web Dynpro applications 

e BSP (Business Server Pages) pages 

e Portal pages 


You can use the SAP NWBC either with or without the portal depending on whether you want 
to access ABAP (Advanced Business Application Programming) back ends directly or not. 
NWBC runs on Windows XP and Windows Vista. The installation of NWBC is straightforward. 
It uses SAP setup just like SAP GUI. 


The SAP NWBC also supports generic desktop functions, like drag and drop, popup windows, 
and so on, through the utilization of the corresponding APIs (Application Programming 
Interface). The result is an efficient, modern and attractive client environment. 


Benefits of SAP NetWeaver Business Client includes the following: 

e There is a single point of entry for SAP GUI applications and Web Dynpro applications. 

e New Web Dynpro applications including POWER Lists improve functionality and usability. 
e Desktop integration gives user the potential to leverage everything on the desktop. 


e There is powerful search functionality including desktop search and using external search 
engines. 


e The smart client improves the performance of Web Dynpro applications 
e Low training effort due to familiar look and feel 


e The state-of-the-art Ul (User Interface) more than matches the quality of the competition 
and it has distinctive SAP branding. 
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Main Elements of SAP NetWeaver Business Client 


EY Business Client Log Off 


in G E E E E 


Employee Self Service Uncritical basis authorizations for all users 528 Employee Employee Self-Service (HR) Employee Self-Service (FI) Traveler 


> Benefits & Payment 
> Purchasing 

+ Work Events 

> My Processes 

> Working Time 

> Personal Information 


> Career and 
Development 


LI Employee Self Service 


Benefits & Payment 
In this area, you can use services to display your salary statement 
and other information regarding your payment. 

Payment 

Payments 

Sports Club Fees 


You can request that your sports club fees are deducted directly 
from your salary here. 


Partial Retirement Simutation 


If you are taking part in the partial retirement scheme, you can view 
a simulation of your salary statement here. 


Pension Entitlements 


You can see your expected company pension scheme payments 
here. 


Salary Calculator 


You can simulate changes to your salary, tax data, and social 
insurance data, and see how it would effect your salary statement 
here. 


Total Compensation Statement 

You can view your most recent total compensation statement here. 
Request Car Loan 

You can request a car loan here. 

Partial Retirement Simulation 


Working Time 

In this area, you can use services to record your working time, 
request leave, and display your time account data. 
Employment Percentage 

Request a Change in Employment Percentage 

You can request a change to your employment percentage here. 
Time Recording 

Record Working Time (CATS) 


You can record your working time here. In the last 30 days, there 
are 0 workdays for which you have recorded either not enough or 
too many hours. 


Leave Request 

Create Leave Request 

You can request leave and other types of absences here. 
Leave Overview 


You can display the Leave Overview and review, change, or 
delete existing leave or other types of absences here. You can 
also request additional leave 


View Time Account Balances 


You can display your leave balance and other time account 
information here. 


Time Statement 
Time Statement with Period Selection 


If you are taking part in the partial retirement scheme, you can view 


à siridation Of Volk salary stalersenk liens You can display your working times, absence times, bonuses, and 


time accounts for any period here. 


Figure 68: Employee Self Service using NWBC 


The navigation section on the left side of the screen allows quick and easy access to various 
employee services. Alternatively, the employee may select the required service by clicking on 
the link in the middle (canvas) section of the screen. 


The main elements of SAP NetWeaver Business Client are as follows: 


Shell: 


The shell is the frame consisting of the horizontal bar above and the vertical bar to the left 
of the canvas. It provides a wide range of functions such as role-based navigation, search 
functions, help, desktop integration, menus, branding, scripting, caching, and so on. 


Canvas: 


The canvas is the area that hosts the applications. It provides a unified environment with 
embedded rendering engines for the different types of applications. 


All standard applications can run in the canvas including the following: 


e Web Dynpro for ABAP 


e Web Dynpro for Java 


e SAP GUI applications 


e Business Warehouse reports 


« Flex content 


« Adobe Forms 
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EY Business Client Log Off 


Employee Self Service Uncritical basis authorizations for all users B28 Employee Employee Self-Service (HR) Employee Self-Service (FI) Traveler 
Pi) Employee Self Service > Personal Information 


> Benefits & Payment 
FA Personal Information 


DER — | inthis area, you can use services to maintain and display your personal data. 


+ Work Events Personal Profile 

You can enter, change, or delete your personal data here (for example, addresses or bank details). 
Birth of a Child 

You can start the Birth of Child process here. 


> My Processes 
> Working Time 


+ Personal Information Request Termination 
<| Personal Profis You can start the Termination process here. 
Maternity Leave 
You can start the Maternity Leave process here. 
+ Request Personnel File 
Termination You can display your personnel file here. 


* Birth of a Child 


+ Maternity Leave Birth of a Child 
« Personnel File You can start the Birth of Child process here. 
Request Termination 
SOS You can start the Termination process here. 
+ Request Maternity Leave 
Termination You can start the Maternity Leave process here. 
+ Maternity Leave EIC Authentication 
You can define authentication questions and corresponding answers here. 
+ EIC Authentication 
> Career and 
Development 


mm Figure 69: NWBC - Personal Information 


Using NWBC employee self-services, an employee could select Personal Information and 
have the ability to view, edit, create and update information such as their address or bank 
details or adjusting the dependents covered under their benefit plan. 


Various other roles have the ability to find and update information using NWBC. 


SAP NetWeaver Business Client roles include the following: 
e Employee Self-Service 

e Manager Self-Service 

e Recruiter 

e Learning Solution Learner 

e Talent Consultant 


« Decision Maker 


LESSON SUMMARY 


You should now be able to: 


e Maintain employee data using SAP NetWeaver Business Client 
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Learning Assessment 


1. The HR System stores all data for an employee in infotype records. Several records can be 
added to an infotype for an employee. 


Determine whether this statement is true or false. 


2. The personnel actions make it possible for an employee to implement several infotypes in 
a predefined sequence. 


Determine whether this statement is true or false. 


|] True 
|] False 
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Learning Assessment - Answers 


1. The HR System stores all data for an employee in infotype records. Several records can be 


added to an infotype for an employee. 


Determine whether this statement is true or false. 


True 
|] False 


Correct. Different records can be entered using the validity period, for example, when 
changing the address data of the employee. 


. The personnel actions make it possible for an employee to implement several infotypes in 


a predefined sequence. 


Determine whether this statement is true or false. 


True 
|] False 


Correct. Examples would be the hiring action or organizational reassignment. 
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Recruiting New Employees 93 

Lesson 2 

Applying for a Vacant Position 107 
Lesson 3 

Determining Information in the Talent Warehouse 111 

Lesson 4 

Determining Reporting Options Available for SAP E-Recruiting 117 


UNIT OBJECTIVES 

e Create a requisition to start the recruitment process 

e Register an external candidate for a vacant position 

e Determine talent information in the Talent Warehouse 


e Determine SAP E-Recruiting reporting options 
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Recruiting New Employees 


LESSON OVERVIEW 
This lesson shows you how to start the recruitment process by creating a requisition. 


Business Example 


As a Human Resources Business Partner responsible for recruiting, you must be able to 
utilize the SAP E-Recruiting solution to initiate the recruitment process. For this reason, you 
require the following knowledge: 


e A good understanding of the SAP E-Recruiting solution 


e A good understanding of the requisition requirements 


LESSON OBJECTIVES 


After completing this lesson, you will be able to: 


e Create a requisition to start the recruitment process 


SAP E-Recruiting Overview 


SAP E-Recruiting includes the mapping of processes to enable you to execute workforce 
planning requirements, post vacancies, hire applicants, and maintain long-term relationships 
with candidates in your applicant pool. The E-Recruiting solution is fully Internet-enabled and 
includes clearly defined processes to enable you to recruit efficiently and effectively. 


Processes in SAP E-Recruiting include the following: 
Requisition Management 


e Agreement between HR managers and recruiters regarding how recruitment for a 
position is to be handled. 


e Specification of how candidates are to be ranked and selected for a particular position 
in a structured manner 


e Specification of when candidates are to be selected and ranked 
Management of Job Postings 


¢ Definition and implementation of a strategy to attract candidates to your company in 
general or to a particular position 


e Enable you to search in talent pools and publications 
Entry of Applications 


e Acceptance of incoming applications through various channel such as e-mail, intranet, 
Internet, third parties, job fairs, special recruitment events 


Application Management / Applicant Tracking 
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e Carry our applicant screening and selection processes 
e Prepare offer letters and employment contracts 


e Use of process templates which consist of a series of process steps to which activities 
are assigned (for example, invite to interview or reject applicant). When a process 
template is linked with a requisition, the recruiter is guided through the Applicant 
Tracking process. 


Talent Relationship Management 
e Establish and maintain long-term relationships with potential candidates 
e Perform segmentation of candidates 


e Manage candidate activities such as keeping track of number of interviews completed 
and their results, ranking results, and assessment testing results 


e Allow candidates options to determine suitable jobs 
Cross Processes 

e Reporting 

e Correspondence 

e System Administration 
Customizing 

e Customize functions to meet your requirements 


You can use SAP E-Recruiting in the following ways: 


Standalone Solution SAP E-Recruiting and the ERP system are installed on 


different systems 


On a second system, you are running SAP E-Recruiting 
and nothing else 


Standalone with integration to 
back-end systems (HCM, 
BW/BI) 


+ SAP E-Recruiting is installed on a separate system and 
integrated to the ERP system (for example using 
Application Link Enabling distribution) 


As an ERP installation + SAP E-Recruiting is part of the ERP system 
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Roles in SAP E-Recruiting 


Internal candidate External candidate 
Employee 


Administrator Recruiter Restricted Recruiter 


Manager 


Figure 70: Roles in SAP E-Recruiting 


SAP E-Recruiting has a predefined set of roles. Each of these roles has its own authorization 
profile and interface (portal page). 


Delivered roles include the following: 


Responsibilities 
Recruiting activities including the release of requisitions 


Recruiting activities excluding the release of requisitions 


Basic recruiting activities including requisition approval 


Recruiting activities plus management of some system settings 


Internal Candidate Employees 
External Candidate Individuals not associated with your organization 


In addition to these roles, there are new roles available as of EhP5 using SAP NetWeaver 
Business Client (NWBC). NWBC is a desktop client that offers a single point of entry to SAP 
applications. It provides a solution for hosting classical Dynpros (SAP GUI Uls), Web Dynpro 
applications, BSP (Business Service Pages) pages, portal pages, and other content. You can 
use the SAP NWBC either with or without the portal depending on whether you want to access 
ABAP (Advanced Business Application Programming) back ends directly or not. These roles 
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contain all necessary authorizations required to use the corresponding Web Dynpro 
applications without using the SAP Portal. These roles drive the navigation menus for each 
user in the SAP NetWeaver Business Client (NWBC) for the HTML environment. 


NWBC roles specifically for E-Recruiting are as follows: 
e E-Recruiting Services for ESS 

+ E-Recruiting Services for MSS 

e Recruiter NetWeaver Business Client 

e Recruiting Administrator NetWeaver Business Client 
e HR Administrator (New Hire Scenario) 


Application processes are carried out by means of the relevant start page (Web Dynpro 
ABAP) and access to the start page is controlled by authorization roles in the back-end. 


Manager Role 


ISA 7 Business Client 


Worklists 
M [Hew vers [Change Worst) 
anager Virton Tea otc (0) rk Tone ©) 


Self Service sis Time Management : Working time approval (0) Leave Approval (0) 


. Workflow Tasks - Notifications (0) 
using NWBC 3 Views: [Standard View] +] [Bind Copy | {Resubmit |[Retresh ][ Export a] 


T Priorty | Fr Sent On 


Figure 71: The Solution - Manager Self Service 


Manager's Self Service (MSS) and SAP E-Recruiting can be integrated. Managers can start a 
requisition directly from within MSS or create a requisition request online in SAP E-Recruiting. 
The recruiter has follow-on actions such as creating the actual publications and postings. 


The following services are provided in the MSS work area for E-Recruiting: 
e Request a New Vacancy 

+ Status Overview 

e Requisition Request 

e Candidate Assessments 


e Ranking Overviews 
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Administrator Role 


ET Business Client Log Off 


ÉD Recruiting Administrator > Home 


Recruiting Administrator C 
Le] 


Active Queries 


Without Category Assignment Delete Requisition (0) 


Recruiting [a or 
Administrator |» 


Alias Recruiter 


using NWBC 


Last Refresh 03/16/2011 19:54:37 CET Refresh Œ) 


The Recruiting administrator role (Web Dynpro ABAP) can make numerous system settings 
via the Web. Services available to the administrator are displayed in the Work Overview 
section under Services and include activities such as user management and system 
administration. 


Candidate / Applicant 


My Profile 


E a a a uou a f 


Personal Data Education/Training Work Experience Qualifications Preferences Attachments Overview and Release 


Previous se [Encore 1) 


mu Figure 73: The Solution Candidate/Applicant 


An application wizard leads candidates through the application process which includes 
entering information such as contact, work experience, education, qualifications, and the 
upload of their resume. Text Retrieval and Information Extraction (TREX) search functionality 
allows the recruiters to search for text fields in the uploaded documents. 
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Recruiter Role 


SAPA Business Client 


B 


+ Start Page 


CN Recruiter > Start Page 


Active Queries 
+ Work Overview 


Requisitions My Open Requisitions (86)) Open Team Requisitions (0) Open Application Groups (0) My Draft Requisitions (0) All Requisitions (0) 
Postings My Expiring Postings (0) Expiring Team Postings (0) 
> Requisitions Applications My New Applications (0) New Team Applications (0) Manually Entered Applications (0) My Manually Entered Applications (0) 
Recruiter Role > Manual Application My Planned Activities (0) Open Background Checks (0) My Planned Correspondence Activities (0) Parsed Resumes To Review (0) 
Management Talent Groups (0) My Planned TRM Activities (0) New Registered Candidates (0) Open Registrations (0) 


using NWBC » candidates 


> Administration 


+ Reports 


ue Show Guick Crierie Melrisnence 
View] [Standard View] _~ 
T| Requiston Menage _| Days ea 
| EnPS SAP Marketing Director (tm) 258 4 1 


EhPS Consultant (f/m) for Global Ms. Dr. Susan SIS Simons 258 
Organizational Development 


|| Manager of Accounts Payable (Europe) | Ms. Dr. Susan SIS Simons 789 
| Head Sute Solution Architecture ctm 786 
Birgt Ludwig 786 


Applicant tracking allows the recruiters to keep track of candidate activities such as phone 
interview, in-person interviews, interview results and correspondence generated. 


Employee Role 


EY Business Client Log Of 


Employee Self-Service [ 
[A] Employee Self-Service 


My Processes A Career and Development 
Inthis area, you can use the Status Overview service. Inthis area, you can use services from E-Recruting, Talent 
Status Overview NE ane ae 

You can display an overview of the status of your open processes Appraisal Documents 

hare. Appraisal Documents 


Employee à Ya ean ew re yow eising Pertomance Manapenent 


Working Time Talent Profile 


Self Service a = DIRE CEE I ET EE CSTE Talent Profile 


leave, and display your time account data. You can enter your Talent Management data (for example, work 


using NWBC > Travel and Expenses Time Recording experience, career goals, mobility) here. 


Record Working Time Job Opportunities 


You can record your working time here. In the last 32 days, there are 0 My Career Cockpit 
workdays for which you have recorded either not enough or too many You can access al relevant E-Recruting applications here. 


hours. 
Job Search 


Leave Request 
You can search the database for suitable jobs and use search criteria 
Create Leave Request to restrict the search here. 


You can request leave and other types of absences here. My Candidate Profile 
Leave Overview ‘You can store your resume, contact data, and job preferences here. 
You can display the Leave Overview and review, change, or delete Apply via Reference Code 


Se Pare SHIRT typo Of ebaoncoa Der Vou cen alaa recue You can use the reference code of a job posting to apply for a job 
directly here. 


Personal Settings 


You can customize your E-Recruiting pages (for example, data format, 
decimal notation, preferred language) here. 


View Time Account Balances 
You can display your leave balance and other time account information 
here. 


Employment Percentage 
Request a Change in Employment Percentage 


mm Figure 75: Employee Self Service 


Employees are considered candidates when they apply for internal positions. Accessing the 
Career and Development section of either the Employee Self Service (ESS) portal or SAP 
NWBC allow employees to search and apply for internal positions. 


Requisitions 

A requisition is a request to fill a position and is completed by defined roles, such as a 
manager or recruiter, and initiates the recruitment process. Workflow can be used to ensure 
proper approvals are in place and Adobe Interactive Forms can be created to follow the 
processes defined by your organization. 


98 © Copyright. All rights reserved. 


Lesson: Recruiting New Employees 


Create Requisition: (Draft) 


Requirements 7 Support Team Job Postings (0) 


Basic Data 
Requisition Title: * Approve Workflow Alas: 
Hiring Manager fa) Recruter: * = 00446563 [J] RESRECRUITER RESRECRUITERI 


Process Template: 
interest Group - - Iv] Application Close © 


Job Details 

Job Title: 

industry: …— Select -- hd Hierarchy Levet 
Functional Area F] 

Contract Type: E vl Employment Fraction 
Desired Hiring Date: la) Employment End Date 
Branch 


Payment Information 


Figure 76: Creating a Requisition 


SAP E-Recruiting uses process templates to structure the entire process for a requisition. A 
process template consists of a sequence of steps and activities and helps structure the 
recruitment process. 


The requisition contains general job and payment information as well as requirements that 
candidates must fulfill to satisfy the requirement profile of the position. A requisition includes 
posting (text of the publication) and publication (the channels where the posting can be 
viewed: Web site, job board, newspaper, for example). 


Note: 
You cannot create a posting if the requisition has Draft status. The requisition 
must be in Released status to proceed with the posting. 


The requisition comprises a central storage location for all information relevant for the 
position, such as: 


Information Examples of Detail 


Support Team Individuals involved in the recruitment process for the vacant 


position 


Organizational Data Costcerter 


Organizational Unit 


Position 


General & Specific 
Requirements 


Education 


Work experience 
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Information Examples of Detail 


Ability to travel 


Position requirements 


Specifications for the 


à Process template including the steps to be completed, such as 
Recruitment Process 


phone screen, first / second in person interview, obtain 
references, offer letter, test results 


Process template to be presented to candidates 

How candidates will be ranked 

Questionnaires presented to candidates 

Content and format of job postings 

Management of publications (where postings will be displayed) 


Workflow tasks 


Change Status Reason 


General Job Information 


Basic Data 


Change Status Reason 5] [x] 


= Reason: First Staffing of Job [e] 
? 


Eee 


Action: 
Click on button “Change Status Reason“ 


Figure 77: Requisition Management New Action Button: Change Status Reason 


The new Change Status Reason button allows the person completing the requisition, such as 
the recruiter or manager, to enter the appropriate reason for the requisition request. Reasons 
are maintained in the customizing table in the implementation guide. The tracking of status 
changes supports the approval process steps and ensures business processes are complete. 
The selected change reason is displayed in the query My Open Requisitions in the new column 
Status Reason. 
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HR Manager GROO 


Organizational Unit 
Org. Unit for Position: 
Number of Positions: 


Account Assignment 
Cost Center: 


Figure 78: Requisition General Job Information 


You can use the organizational structure as the basis for the requisition (organizational unit, 
position, job) or simply specify the number of positions. SAP E-Recruiting use process 
templates to structure the entire process for a give requisition. A process template consists 
of asequence of steps and activities and helps structure recruitment activities. 


SS SAD 


04.02 2009 16:50:49 in Process Wiangraw Process 
06.02.2009 16:45:01 Completed Vitara Process 
Consutant (tim) for Giobsl Organizational Development | 04.022009 16:39:50 Completed Withdraw Process [E] 


28.06.2010 17:47 Betesh 


E 
28.08.2010 17:47 Refresh 
Al candidates that you shertisted for the selected requisition are istes here. 
You can assess the relevant candidates wih regard to the selected requistion and aiso in general with regard to the Talent Pool 


Figure 79: Requisition Request: MSS 
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In manager's self service, the manager has the ability to create requisitions and maintain a 
substitute to handle requisitions in the manager's absence, including deciding what the 
substitute is able to do. The manager can monitor requisition-related activities such as 
evaluate candidates, view requisition details, and check publications. For candidates, the 
manager can view candidate shortlists, profiles, and applications. The manager interacts with 


the recruiter to execute assessments and prepare interviews. 


Requisitions must be released and an approval workflow is available to handle this process. 


You must request a requisition release in the following scenarios: 


e You created the requisition 


«e You made changes to a requisition that was already released 


A link or additional information can be provided for each scenario. 


Select Position 


Result by 
Organizational Unit 


yA 
LA 


© Org. Tree < 


Hiring Manager: 


Select 


Organizational Unit 


Select Position 
Result by 5 Org Tree © Table 
Organizational Unit: [50003794 [6] Recruiting 


Result 
Positions per Org. Unit Position ID 
+ Recruiting 
+ Recruitment Advisor 50012578 
+ Recruitment Advisor 50012579 
+ Staff Recruitment Advi... 50019747 
+ Recruitment Advisor 50028704 


Incumbent 


Hiring Manager 


Vacant as of 


01.01.1996 


01.11.2000 


Figure 80: Requisition Request Find Position 


Advisor (CA) 
Advisor (CA) 
Advisor (CA) 
Advisor (CA) 


OK || Cancel 


Positions in the 
organizational unit are 
displayed 


To initiate the recruitment process, the manager fills out a requisition request form which is 
sent to the next processor using workflow. 
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Create Requisition: Approval Workflow (Draft) 


cl | Print Preview | -hange Status Reaso! 


RE, et | Reason for Release 


Basic Data Reason: [First Staffing of lob [el 

Requisition Title: * L 4] The requisition will be sent to the responsible approver. Alternatively you can select a member of the support team. 
Hiring Manager: [ || Approver Selection: = MBA Freifrau Birgt Ludwig || 

Process Template: ` Note for Approvers: 

interest Group: 


Job Details 
Job Title: 
Industry: 
Functional Area: 
Contract Type: — Sele E i Employment Fraction: 
Desired Hiring Date: = fl Employment End Date: 


Branch: 


Figure 81: Requisition Approval - Request Release via Approval Workflow 


Info: On the dropdown for possible approver, all users with authorizations are listed 
e Notice that the restricted recruiter is not on the list 


+ Select an approver and press button ‘OK’. 


If a request is created based on an existing job or position, the information stored for the 
object is transferred. It is also possible to copy a previous requisition request. This 
information is copied into the new requisition. The manager can select parameters that 
support the creation of a requisition. The manager must fill out the required information in the 
form. 


Once released the requisition is associated with one or more postings. A posting contains the 
actual text seen in the publication. A posting is associated with one or more publications, 
which is the channel (or location) where that posting can be found. 


Job Posting 


Job postings contain the detailed requirements for the position and are attached to a 
requisition. 
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“Support Team Job Postings (0) 


Figure 82: Requisition Requirements 


The following can be maintained as education requirements: 
+ Education Types 

e Broad Field of Education 

e Degree / Certificate Level 

e Subject 


You can add qualifications as requirements by accessing the qualification catalog. In SAP E- 
Recruiting, you can restrict the view of the catalog by configuration settings. 


_ General Job Information L Requirements | Support Team | Job Postings (0) | 


General Posting Information 
You can select additional work locations, functional areas, and hierarchy levels. These are then taken into consideration when a can 


[saa] [aa] 
Work Location Delete | Hierarchy Level 
Germany inf | Senior Professior 


Posting Texts 
| Add | 


Delete 
T 


Edt 
? 


Published Job Postings 
You have to release the requisition and save the posting texts before you publish a job posting. 


A Figure 83: Creating a Job Posting 
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In a posting, one or more vacancies in a company are published with the aim of attracting 
suitable applicants. 


Benefits of postings are as follows: 


e Defines where the posting will be available (posting channel), for example, internal, 
external, job boards, Internet, intranet) 


e Automatic publication in posting channels 
e Free definition of formats using templates 


e Evaluation of posting efficiency, for example, number of applications received from each 
posting channel. 


Add Job Posting 


Internal Posting Channels 
Select Channel Alias Published From 
M For Internal Ca  Gruppe00 16.04.2009 
External Posting Channels 
Channel Alias Published From Published To 
For External Ca  Gruppe00 ` 16.05.2009 30.05.2009 
JobViper Gruppe00 


Figure 84: Published Job Posting 


To control the visibility of a specific publication you can assign it a start and end date. A 
unique reference code is created for every publication and the publication can be flagged as a 
hot job to position it as a particularly interesting publication on an online job board. 


Integration 


E-Recruiting uses the organizational structure as the basis for the requisition (organizational 
unit, position, job) or just to determine the number of positions. À data overview can show 
information coming from Organizational Management such as links, infotypes, objects, and 
important relationships. The data overview is formatted using SMART Forms. 


The following integration options are available: 

e The organizational plan (organizational units, positions, jobs, and so on) 
e Automatic identification of employees as internal applicants 

e Automatic data transfer when candidates are hired 

e Transfer of the qualifications catalog from Personnel Development 


These integration options can be further supported if you automate the recruiting process 
through: 


e Defining a support team 
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e Workflow integration 
e Automatic candidate assignment 


e Support for mass processing (for example, generate 50 rejections at the touch of a 
button) 


e Flexible status management with status reasons 


e Use of skills catalog from E-Recruiting or use of the SAP system qualifications catalog 


LESSON SUMMARY 


You should now be able to: 


e Create a requisition to start the recruitment process 
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Applying for a Vacant Position 


LESSON OVERVIEW 
This lesson shows you how to register an external applicant. 


Business Example 


As a Human Resources Business Partner responsible for recruiting, you must be able to 
utilize the SAP E-Recruiting solution to register applicants into the talent pool. For this reason, 
you require the following knowledge: 


e A good understanding of the SAP E-Recruiting solution 
e A good understanding of application processes 


e A good understanding of informaiton required on an application 


LESSON OBJECTIVES 
After completing this lesson, you will be able to: 


e Register an external candidate for a vacant position 


Application Process Overview 


The recruiter has the tools to handle all administrative tasks in recruiting to support the entire 
recruitment process. On the SAP E-Recruiting start page for recruiters (and managers), there 
are two basic options for viewing and processing applications; Application Management and 
Candidate Selection. 


When a candidate finds a suitable position, the candidate can apply for it using the application 
wizard. Different application wizards can be made available for internal and external 
candidates. Data areas of the wizard are defined and questionnaires can be included. Default 
values may be presented for candidates who have registered in your talent pool. 
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Candidate Profile/Entering Applications 


If a candidate finds a suitable position, he or she can apply 
for it using the application wizard. 


Overview 7 Candidate Profile | Employment Opportunities 


Resumes MyProfile Personal Settings | Change User Name | Delete Registration 
My Profile 


» 2 3 4 5 6 7 


Personal Data Education/Training Work Experience Qualifications Preferences Attachments: Overview and Release 


ep Education/Training > 


Candidates are asked to enter their application data: 


© Different application wizards for internal and external 
candidates 


@ Data areas can be defined, questionnaires can be included 


@ Default values for registered candidates 


Figure 85: Data Maintenance: Candidate view 


An application wizard is a predefined sequence of views that the system presents to a 
candidate to ensure completeness of the application documents. The application wizard 
guides the candidate step-by-step through all the topics. 


The candidate uses the application wizard to go through all the views relevant for his or her 
application and can store or check information in these views. The candidate then enters an 
application cover letter and sends of the application. This ends the application wizard. The 
candidate can also upload documents such as a resume. 


Search functions in E-Recruiting offer flexible selection options. 


Search options for candidate selection include selections such as the following: 
+ Search for profile elements 

e Search for specific qualifications 

e Customize search functions 

e Indicate required search criteria 

e Rank search results 


The Search Query Builder dynamically puts together queries for requisitions. 


Ranking (the rating of candidates in terms of suitability) can be done with the help of search 
criteria and completed questionnaires. Online ranking and individual ranking is done by the 
recruiter. 


A questionnaire is a compilation of questions to which a person (candidate, recruiter) replies 
as part of the Applicant Tracking Process. 
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On the E-Recruiting start page for recruiters and managers, applications may be viewed using 
Requisition Management or Application Management functionality. 


Application Management 


Requisition Management: Candidate Selec- 
tion 


Application Management: Applications 


LESSON SUMMARY 
You should now be able to: 


Assign candidates to requisitions which 
creates assignments 


Candidates can be processed one at a 
time 


Mass processing of several candidates 


View all applications for the requisition 


View existing applications from internal 
and external candidates 


e Register an external candidate for a vacant position 
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Determining Information in the Talent 
Warehouse 


LESSON OVERVIEW 
This lesson shows you how to maintain talent information in the Talent Warehouse. 


Business Example 


As a Human Resources Business Partner responsible for recruiting, you must be able to find 
qualified candidates quickly using the Talent Warehouse as your first source of candidates. 
For this reason, you require the following knowledge: 


e A good understanding of the SAP E-Recruiting solution 


e A good understanding of information included in a Talent Warehouse 


LESSON OBJECTIVES 
After completing this lesson, you will be able to: 


« Determine talent information in the Talent Warehouse 


Talent Warehouse Process Overview 


Note: 


As of EhP4, Succession Planning is no longer part of SAP E-Recruiting. For 
information about Succession Planning see the Talent Management Unit. 


Talent Relationship Management (TRM) integrates internal and external candidates in one 
talent pool. The purpose of TRM is to provide an environment where companies can practice 
proactive candidate recruiting as opposed to reactive. Recruiters can search for suitable 
candidates using search and match functionality and can segment and classify candidates 
into specific groups. 


The purpose of the Talent Pool is to build up and foster long-term relationships with 
candidates. It serves as the central database for internal and external candidates. 


Information about qualified candidates for whom the company currently has no vacancies can 
be used in future recruiting processes. 


Candidates can register in the Talent Pool and store information about their qualifications, 
interests, and career plans. 


The following data can be stored in the talent pool: 
e Data for all candidates, edited to date. 


e Data for all unsolicited applications. 
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e Data for all interested persons registered in the pool. 


¢ Data for all employees (internal applications). 


— 


Applicant Bool Applicant Bool 


External fialent Pool 


se Goal: 


only one pool 


InternmalnNélentPool 


ny _- 
strategy 
Company- Wide 
TalenpPool 


mu Figure 86: Goal - Only One Talent Pool 


Services are available for candidates to manage their data in the talent pool. 


The following on-line services are available to internal and external candidates: 
e Logon/registration using personal start pages 

e Search for vacancies (positions to be filled) 

e Complete on-line applications 

e Check the status of their applications 


The Talent Pool is the place for candidates to search for new openings 
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Search for jobs Define segments 
Executive search agencies/ Derive talent groups 
Newsletters 


Talent consultant/career 
guide 


Talent Talent 
Services a Segmentation 


Pool as First Source Qualified \ 
Direct contact possible candidates} 


Applications / 
Fewer unsolicited 4 
applications 


/ / / 


Figure 87: Talent Pool as Posting Channel and Marketing Tool 


Applicant Hiring/ 
tracking / retention / 


External candidates register in the talent pool, internal employees may also be found in the 
talent pool if the appropriate services are activated. The talent pool is the first place recruiters 
search for candidates and facilitates targeted marketing activities and search capability. An 
example of a target search would be for university graduates. Targeted recruitment activities 
can be developed for the different target groups such as high potential. 


Talent Relationship Management 


The philosophy behind the Talent Pool is that it should be the first place recruiters search for 
candidates, hence reducing the amount of unsolicited applications. Additionally 
segmentation, such as high potential or recent college graduates allows targeted marketing 
activities and search capability. 


Talent Relationship Management provides support for recruiters such as: 


Support 


Candidate Activity Management 


invitation to a recruiting event 


correspondence with candidates 
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Advanced Search in the Talent Pool Ranking of search results 


Find candidates with specific qualifica- 
tions 


Search of questionnaires 


SE angie e Classify candidates for specific needs 


Services 


e Application sources: 
referrals 
job boards 


newspaper 


Talent Relationship Management provides the following functions in E-Recruiting: 
Talent Pool for Supporting Applicant Tracking 
e Processes and services tailored to talent groups (such as outsourcing) 
e Application-independent candidate classification (such as A, B, C) 
e Activities for maintaining relationships (such as newsletters and correspondence) 
e Using the Talent Pool as a posting channel 
e Analysis of qualifications based on the Talent Pool 
Talent Pool for Supporting Candidates 
e Consistent separation of talent and applicant: reusing application data 
e Services aligned to requirements and interests 
e One registration for several applications 
e Questionnaires 


Talent Relationship Management (TRM) allows the development of targeted recruitment 
activities for different target groups . Candidate ranking is a special type of TRM process. 


Examples of candidate ranking are as follows: 
High potential 
e Mediocre candidate 
e Unsuitable candidate 
Candidate has submitted several unsuccessful applications. 


Analytics 
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a LESSON SUMMARY 


You should now be able to: 


«e Determine talent information in the Talent Warehouse 
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Determining Reporting Options Available for 
SAP E-Recruiting 


LESSON OVERVIEW 
This lesson shows you how to maintain talent information in the Talent Warehouse. 


Business Example 


As a Human Resources Business Partner responsible for recruiting, you must be able to find 
qualified candidates quickly using the Talent Warehouse as your first source of candidates. 
For this reason, you require the following knowledge: 


e A good understanding of the SAP E-Recruiting solution 


e A good understanding of information included in a Talent Warehouse 


LESSON OBJECTIVES 
After completing this lesson, you will be able to: 


e Determine SAP E-Recruiting reporting options 


SAP E-Recruiting Reporting Options 

The integration with Analytics Tools, such as with SAP Business Information Warehouse, 
offers extensive reporting options, such as reporting for the most efficient recruitment 
channels. 


@ Queries in the SAP System 


© Integration with BW — Example 


BW Queries = = 
E Created queries 
SAP BW 


E Status change in queries InfoCube 1 InfoCube 2 


E Applicant selection 
= Number of open queries 


InfoCube N 


Figure 88: Analytics 


Examples of Business Warehouse / Business Intelligence Queries are as follows: 
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e Requisitions Created e Requisition Status Changes 
e Application Source e Number of Open Requisitions 


« Interview versus Offer Rate e Candidate's Qualifications 
e Application Submitted versus Offer Rate |+ Requisition Status Change Reason 
e Offer versus Acceptance Rate e Time-to-Fill (Open to Filled) 


In addition to the operational queries, there are InfoSets delivered for ad hoc query reporting 
on E-Recruiting data. 


H Recruiter 


Overview Reports Service Map 


Recruitment | History, Back 


Requisitions My Open Requisitions (0) Open Team Requisitions (0) Open Application Groups (0) My Draft Requisitions (0) 
All Requisitions (0) 


Postings My Expiring Postings (0) Expiring Team Postings (0) 


Applications My New Applications (0) New Team Applications (0) Manually Entered Applications (0) 
My Manually Entered Applications (0) 


My Tasks My Planned Activities (0) Open Background Checks (0) My Planned Correspondence Activities (0) 
Parsed Resumes To Review (0) 


TRM Talent Groups (0) My Planned TRM Activities (0) New Registered Candidates (0) Open Registrations (0) 


Requisitions - My Open Requisitions 


» Show Quick Criteria Maintenance Change Query Define New Query Personalize 
Views: | [Standard View] |7| (Requisition 4 [ Job Po s |[ Export «| Fiter Settings 


E Requisition Manager Days Since Release Inbox Preselection Selection Offer Evaluation All 


Figure 89: SAP E-Recruiting Personal Object Worklist Queries (POWL) 


Personal Object Worklist (POWL) 


A dashboard allows recruiters to gain an overview of their current recruitment processes and 
work on these processes. The dashboard contains the recruiter's work items, which are 
grouped into different worklists. The recruiter can perform the relevant functions for each of 
the work items in the worklists. New Personal Object Worklist (POWL) queries are available as 
of enhancement package 4 - support package 4 and in all future enhancement packages. 


LESSON SUMMARY 


You should now be able to: 


e Determine SAP E-Recruiting reporting options 
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Learning Assessment 


1. Arequisition cannot be started in Manager Self-Service 


Determine whether this statement is true or false. 


|] True 
|] False 


2. Describe the support team. 


3. A recruiter cannot enter applications for internal nor external candidates. 


Determine whether this statement is true or false. 


E True 
[| False 
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Learning Assessment - Answers 


1. A requisition cannot be started in Manager Self-Service 


Determine whether this statement is true or false. 


[| True 
False 


Correct. Requisitions can be initiated either in SAP E-Recruiting or through Manager Self- 
Service. 


2. Describe the support team. 


The support team lists all of the people who are able to see the requisition. Their role in the 
support team determines what they can and cannot do, and may also be used in 
correspondence. 


3. A recruiter cannot enter applications for internal nor external candidates. 


Determine whether this statement is true or false. 


|] True 
False 
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Lesson 1 


Outlining Time Management Basics 


Lesson 2 


Recording Time Data 


Lesson 3 


Evaluating Time Data 


Lesson 4 


Using Cross-Application Time Sheet (CATS) 


UNIT OBJECTIVES 


Review time management processes 

Record employee time data 

Record employee time data using Time Manager's Workplace (TMW) 
Evaluate employee time data 


Enter time using the Cross-Application Time Sheet 
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Outlining Time Management Basics 


LESSON OVERVIEW 

This lesson shows you how to access employee time information using SAP Human Capital 
Management. 

Business Example 

You are responsible for time management and must be able to explain the basic elements of 
the time function within SAP HCM. For this reason, you require the following knowledge: 
e A good understanding of the time management process 


e A good understanding of how time is maintained in the system 


e A good understanding of the options available for entering time data 


LESSON OBJECTIVES 
After completing this lesson, you will be able to: 


e Review time management processes 


Employee Time Data 
Evaluating work performed by employees and determining employee availability within an 
enterprise are essential elements for a human resources system. 


Work performed by employee is also relevant for the following areas: 


Controlling: 


Working times can be used for activity allocation in controlling. Costs generated by the 
working times can be assigned according to their source in controlling. 


Logistics: 
Information from time management is used in logistics to determine employees’ 
availability for capacity requirements planning. 
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Planned Working Time Infotype 


The core time management infotype: Planned Working Time (0007) 


Work schedule rule 
When is the employee scheduled to work? 


Time Mgmt status 
Is the employee included in time evaluation? 


Time Management status 0 No time evaluation 


& Figure 90: Planned Working Time Infotype 


SAP Time Management enables you to determine work requirements for the enterprise and 
plan employee shifts to meet those requirements. 


Planned working time is defined as the daily working period from start to end time, excluding 
breaks. By defining the planned working time for your employees, you determine how long 
they must work in your enterprise on a daily basis. 


Information on working time specific to a particular employee is represented in his or her 
personal work schedule. The personal work schedule contains the deviations from and 
exceptions to an employee's working time that have been recorded. 


You assign a work schedule to an employee on the Planned Working Time infotype (0007) 
using work schedule rules. 
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Recording Time Data 


Time recording Employee 
terminals J Self-Service 


m] Time Transfer Specifications 
|_| Employee Remuneration Info 
|_| Absence Quotas 


Cross-Application Time administrator 
Time Sheet 


Figure 91: Recording Data in Time Management 


Time management allows you to flexibly display and record working times. Information on 
working times is used to calculate gross wages in payroll. You can manage time accounts 
(such as leave and flex time) manually or automatically. 


Examples of time recording options include the following: 


Time Managers Workplace (TMW) 


Time Managers Workplace is used by time administrators to maintain time for groups of 
employees. 


Cross-Application Time Sheets (CATS) 


Cross-Application Time Sheets are used by both employees and time administrators to 
enter actual working time. 


Online data recording 
Online data recording is used by time administrators. 
Time Recording Systems 


Customers may use external time recording systems and interface time data to the SAP 
system. 


Employee Self-Service (ESS) 


Employees can enter their own time data using an ESS portal or SAP NetWeaver 
Business Client. 


Customer System 


Time administrators can use a customer system with an interface to the SAP system. 
Individual Infotype Maintenance 
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Time administrators can record and change time date using infotype screens. 
Fast entry 


Time Administrators can use fast entry to enter time for multiple employees using one 
data entry screen. 


Work Schedules 
Public Holiday Calendar 


The central element in time management is the employee's work schedule. The work 
schedule contains planned specifications for the employee's working time. 


New Year’s Day AR Argentina 
Epiphany AT Austria 

Good Friday CA Canada 

Easter Sunday DK Denmark 

Easter Monday GE England and Wales 


National holiday MX Mexico 


Change/Add Public Holidays 


with fixed date 

with fixed day from date 
Distance to Easter 

is Easter Sunday 


is a movable holiday 


Figure 92: Public holiday calendar 


The standard SAP ERP system contains public holiday calendars which include regional 

holidays. You can change existing holidays and define new holidays in the public holiday list. A 
public holiday calendar is assigned to each personnel subarea. This is important for payroll as 
public holidays are taken into account when determining, time such as vacation and overtime. 
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Work Schedules 


Public holiday calendar 


Period work 9999999999999999999999999999999999999 
schedule January 


~S" 
we, 


g 
Said 


i (8042.04.42 1.1. 4 


& Figure 93: Work Schedules (2) 


The central element in time management is the employee's work schedule. The work 
schedule contains planned specifications for the employee's working time. 


An employee's planned working time is represented in a work schedule. The work schedule is 
generated from a period work schedule and a public holiday calendar. The period work 
schedule includes a specific sequence of daily work schedules. The daily work schedule 
contains information on daily working time including breaks. The sequence can reflect regular 
and variable working times. The period work schedule is applied to the calendar. The work 
schedule rule encompasses all the specifications required to define the work schedule. 


The work schedule is used as the basis for time data evaluation. The work schedule indicates 
how many hours employees are expected to work. Depending on the specifications defined 
for the individual employee, any additional hours worked are identified as overtime in time 
evaluation. 
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Recording Time Data 


Actual times = Work schedule + 


deviations Doctor’s appt | 11:00 
Planned times = Work schedule 


Actual times = Recorded times Attendance 
Planned times = Work schedule 


Doctor’s appt 


Attendance 


mu Figure 94: Recording Time Data 


You can use two different methods to record employee time data in the SAP system: 


The methods for recording employee time data are as follows: 


Negative Time Recording: 


With this method, only deviations from the work schedule are recorded. Examples 
include illness, substitutions, and vacation. If you only record deviations from the work 
schedule, planned working time is used as the basis for time evaluation. 

Positive Time Recording: 
With this method, all actual times are recorded. This includes time such as the hours 
actually worked, absences, and vacation. Actual times can be recorded using separate 
time recording systems. The data is then uploaded to the SAP system, where it is 
processed in time evaluation. Alternatively, employee time can be recorded manually 
using the Attendances infotype (2002). 


LESSON SUMMARY 


You should now be able to: 


e Review time management processes 
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Recording Time Data 


LESSON OVERVIEW 
This lesson shows you how to record time data using Time Manager's Workplace. 


Business Example 


You are responsible for entering employee time data and must be able to create, modify, and 


manage employee time infotypes. For this reason, you require the following knowledge: 
e A good understanding of time infotypes 
e Agood understanding of Time Manager's Workplace 


e Abasic understanding of time management 


LESSON OBJECTIVES 
After completing this lesson, you will be able to: 


e Record employee time data 


e Record employee time data using Time Manager's Workplace (TMW) 


Time Data 


Org. Assignment Planned Working 
Time 


50099200 


Personal Data Absence Quotas 


Figure 95: Required Infotypes for Negative Time Management 
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In Time Management, certain master data infotype records must exist for every employee. 
Time management data is stored in the same master data records used by other HCM areas, 
such as Payroll or Personnel Planning and Development. 


The following master data infotypes are required for negative time management: 


Infotype Information Provided 


Organizational 


« employee assignment within the company (company code, 
Assignment (0001) tae - pany pany 


personnel area, personnel subarea, position held, employee 
group, employee subgroup, etc.) 


* payroll area assignment 
staffing percentage 


administrator assignments (personnel, time, payroll) 


Personal Data (0002) * personal information including name, date of birth 


Planned Working Time 
(0007) 


* assigned work schedule rule 
+. time management status 


details of working time (employment percentage, daily/ 
weekly/monthly/annual working hours) 


Time Manager's Workplace 


The Time Manager's Workplace (TMW) is a user interface for recording time data using time 
data IDs to enter data which is stored in the relevant time infotypes. 
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Calendar Info Area 


Time Data 


List of 
employees 


Online messages 


Figure 96: Layout and Screen Areas of the Time Manager's Workplace (TMW) 


The Time Data Maintenance and Message Processing tasks are delivered in the Time 
Manager's Workplace in the standard system. 


Areas of Time Manager's Workplace include the following: 


Area Function 


select the time period for which time data is to be entered 


List of Employees |, contains the employees assigned to the time administrator 


the time administrator can select the employee or employees from 
this list and enter or change time data 


Info Area time administrator can display additional information for the selected 
employee (such as master data information or how much leave the 
employee has remaining) 


Time Data shows all time data at a glance 
enter and maintain time data using time data IDs (such as "|" for 
Illness or "D" for doctor or "L" for leave) 

Details Area enter additional specifications for the time data (such as activity 
allocation, specifications for an attendance), if required 
view details of specific entries 
this area can be displayed or hidden 
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+ time entry messages are displayed 


Multi-Day View Multi-Person One-Day View Team View 


e Time data View e Time data è tredi 
e Time events e Time data 


è Calendar views 


Time Data ime Evel alendar 


| js. W Date ID D Text _| 1 


|S) Wwe osoro | | 
[I | [ww 

T | ooctors pt | 
Set rerun. nto 
i 


Figure 97: Recording Time Data 


The Time Manager's Workplace is a task-oriented interface for maintaining time data and 
processing evaluation messages. This interface is specifically designed to meet the needs of 
time administrators in decentralized departments. 


The screen and functions displayed in the Time Manager's Workplace can be adjusted by 
using profiles to meet the task-specific requirements of time administrators. The Time 
Manager's Workplace is always called using a profile that determines the employee selection 
called and the fields, columns, layout, views, and functions used. 
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a 
Time Data Maintenance Team View 
| Muiti-day view || Mutt-person view || One-day view || | (69! Totals rows 


12.05.2004 1a] 


Time Data: Team View 


IDs for Ti... IE) 
Name Mo, 10. May| Tu, 11. May| We, 12. M...| Th, 13. May | Fr, 14. May |Sa, 15. May| Su, 16. May|Total 
Georg Ke GL |G GL GL 
(00-18:00|08:00-18:00]08:00-18;00|08:00-18:00|08:00-16:30) 
Marie Lei GL JGL GL GL 
04:00-18-00/08:00-18.00/08:00-18:00|08:00-18:00/08:00-16.30 
Kate Sandgrs EX FLEX FLEX FLEX FLEX 
0f-00-18:00/08:00-18:00/08:00-18:00/08:00-18:00/08:00-16:30! 


© 


HS25 


Juan Sant GL GL GL GL 
OẸF:00-18:00/08:00-18:00/08:00-18:00|08:00-18:00/08:00- 16:30; 
Ben Smith NO [No NO 

0f:00-1 

Employee Has Leave |0| 


Employee e i[0 Double-click: one-day view 


ID bar: drag and drop 


Using the team view, time administrators can record time data for several employees on one 
screen. The team view can be used to obtain overview information, such as who is absent due 
to illness or leave. 


Time Data Maintenance Mutti-day view - Kate Sanders 


[Mutiperson view | One-day view | TMW monthly calendar — 


Kate Sanders 


Leave / Time-Off Account 


FOP vons 


aja 


Pers.No.|WS tule Planned Specifi...| Planned Specifi...| Planned Specifi... 

Georg Kant 30699401 GLZ 08:00-18:00 08:00-16:30 
Marie Leroc ! 30699402 GLZ 
Kate Sanders 30699400 FLEX 10 11 12 
Re tes pte ay Planned Specifi.. Planned Specifi.. Planned Specifi.. Planned Specifi.. 
08:00-18:00 08:00-18:00 08:00-16:30 


14 17| 18| 13| 
Planned Specifi... (Planned Specifi...| Planned Specifi...| Planned Specifi...|Planned Specifi..|Planned Specifi... 
08:00-18:00 08:00-18:00 08:00-18:00 08:00-18:00 08:00-16:30 


21 24 25 26 
Planned Specifi... Absence / Plan... [Planned Specifi...| Planned Specifi...|Planned Specifi...| Planned Specifi... 
08:00-18:00 08:00-18:00 08:00-18:00 08:00-18:00 08:00-16:30 


28 31 
Planned Specifi...|Planned Specifi...| Planned Specifi...| Planned Specifi... 
08:00-18:00 08:00-18:00 08:00-18:00 08:00-18:00 


D | SENGEL iwdfim01 INS 


mu Figure 99: Calendar Views in the TMW 
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The calendar view provides a graphical overview of a person's time data. The day, week, 
month, and year calendars are available. 


You can also maintain data in the calendar. Color-coded time data IDs are displayed in a bar to 
the left of the calendar. You can drag & drop them to the required days and process the entry 
further using copy & paste. For example, recurring attendances/absences are copied to the 
appropriate days. You can determine your own user settings for each calendar view. For 
example, you can choose yellow as the color for the column heading. 


| Partial-da Absences infotype, 
ns ——) daii Yy |= : doctor’s appointment 
subtype 


Absences infotype 
Leave =} standard annual 
leave subtype 


TMW IDs Meaning Infotypes 


mu Figure 100: Personalized Time Data IDs 


Time IDs are defined for each type of time data in customizing. For example, a time data ID 
such as OT can be defined for an absence type that is valuated using an overtime 
compensation type (such as time off plus overtime rate) in time evaluation. The attendances 
infotype (2002) and subtype for this attendance type are assigned to the time data ID in 
customizing. The overtime compensation type is also defined for the time data ID. 


Time data entered in the TMW using time data can also be processed in the Time Data 
Maintenance transaction and vice versa. 


Time data IDs can be generic, for example, the corresponding subtype is not specified. If time 
administrators use a generic ID for time data, they should specify its use in the details area. 
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Start End Duration 
08:00 16:30 7.50 


Entering time data; 
ID SICK for Illness 


Absence Times 


Absence type 0200  Iliness with certificate 


Absence hours 7.50 | Previous day 


Tab with additional information T 7 Joo 
(depends on time data being SONGS GENE y 
entered at that moment) Calendar days 


Payroll days 


Payroll hours 


| mu Figure 101: Absence type: Illness 


When you record the absence type Illness in TMW, the information is stored in the Absences 
infotype (2001) as subtype Illness. 

Absence hours and absence days are calculated on the basis of an employee's personal work 
schedule. 

The calendar days are the number of days between the start and end date in the leave record, 
including non-working days. 


Hint: 
ED Depending on the country-specific laws, you may require additional information 
on incapacity to work. You can enter this information in additional fields. 
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Employee Information 


Entitlement 
30 days 


Infotype 2006 


Figure 102: Absence Type: Leave 


Like the other absences, the absence type Leave is also recorded in TMW and the data is 
stored as a subtype of the Absences infotype (2001). 


Hint: 

You can only save this absence type if there is sufficient quota available. You can 
determine leave entitlement for all employees at once using the report 
RPTQTAOO (Generating Absence Quotas). 


llIness 


resultsin OA 


llIness 


Leave | À CN | 


results in 


mu Figure 103: Collision Checks: Examples 
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When recording time data, data records sometimes overlap one another. These overlapping 
records are called collisions. 


When you enter a new time data record, the system checks whether other records have been 
entered for the employee for the same time period. Collision checks prevent data records that 
conflict with one another from coexisting in the system. 


When collisions occur, the system reacts by issuing a warning or error message, or by 
delimiting the old record. 


Hint: 
Oo You can define collisions for all time management infotypes in customizing. 


LESSON SUMMARY 
You should now be able to: 


e Record employee time data 


e Record employee time data using Time Manager's Workplace (TMW) 
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LESSON OVERVIEW 
This lesson shows you how to evaluate time data. 


Business Example 


As the time administrator, you are responsible for processing time evaluation for all 
employees. For this reason, you require the following knowledge: 


e A basic understanding of time data recording 


e A good understanding of time management 


LESSON OBJECTIVES 
After completing this lesson, you will be able to: 


e Evaluate employee time data 


Time Evaluation 


In SAP HCM Time Management, there are certain master data infotype records that you must 
create for every employee. Time management data is stored in the same master data records 
used by other HR areas, such as Payroll or Personnel Planning and Development. 


Org. Assignment Time Recording 
Info 


Personal Data 


Absence Quotas 


Figure 104: Required Infotypes for Positive Time Management 
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The following master data infotypes are required for positive time recording: 


Infotype Information Provided 


Organizational 
Assignment (0001) 


employee assignment within the company (company code, 
personnel area, personnel subarea, position held, employee 
group, employee subgroup, etc) 


payroll area assignment 


staffing percentage 


Time Recording 
Information (0050) 


can contain additional data on the employee that is relevant for 
time evaluation 


08:00 Clock-in 
14:00 Clock-out 
14:00 - 17:00 Doctor 


mn Figure 105: Time Evaluation: Overview 


In the SAP HCM system, the term time evaluation is used to describe the evaluation of 
employees’ attendances and absences using a report. 


Front-end time recording systems are often used to record actual data. Employees use these 
systems to record their start and end times (actual working times) electronically using a time 
recording ID card. The data is then uploaded to the HCM system, where it is processed in time 
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evaluation. The system then compares the employees’ actual times with those specified in 
the monthly work schedules, and valuates the data. 


Use of time recording terminals is not necessary for time evaluation. You can also record 
employees’ working times manually using the attendances infotype (2002). It is also possible 
to perform time evaluation without having recorded employees actual times. 


The most common way for employees to enter their own working times is by using time 
recording systems. Using time recording systems considerably reduces the burden on HCM 
departments and time administrators. 


Employees record their time at the time recording terminal when they: 
e Arrive at work 

e Have a break 

e Work off-site 

e Leave work 


Time administrators can display, and if necessary change, the recorded time data or maintain 
it using Time Manager's Workplace or the Time Events infotype (2011). The infotype contains 
information such as the origin of the record (whether it was recorded manually or at a 
subsystem) and the terminal ID. 


Individual Daily N Maintain 


test run batch run N information and correct 


_eTime wage types 
e Time balances 


past/future for subsequent > Messa T 


Time data for Recalculation ( 


periods changes = 


~ Errors — 
Current { f Realtime | | Notes 


time data © results Information 


& | Figure 106: Time Evaluation Driver (RPTIMEOO) 


Time evaluation is performed by the time evaluation driver RPTIMEOO. It evaluates 
employees' time data that has been recorded at the time recording terminals or on time 
management infotypes. 


Time evaluation is started using a batch job and generally runs overnight. It is normally used 
for large groups of employees but can also be run for individual or small groups of employees. 
Time evaluation can also be run for past or future evaluation periods. 


A future evaluation can be useful in the following situations: 
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e You want time evaluation to determine an employee's anticipated absence entitlements 
when absence quotas are generated automatically. 


e You want to evaluate planned times in shift planning while taking anticipated overtime 
payments into account, for example. 


Time infotype 


P10 | RPTIME0O | Planned Working 
Clock-in | 


07:30 Planned: 7 hours 
30 minutes | | Status: 1 


P20 | Actual: 7 hours | PAUSE ORM 
Clock-out | | — 


35 minutes | (7.5 hours / day) 
17:05 


5 minutes 
of overtime 


Time Evaluation 


mu Figure 107: Principle of Time Evaluation 


The time evaluation driver RPTIMEOO compares the recorded actual times (in this case, time 
events P10 and P20) with the planned specifications from the planned working time infotype 
(0007). In the example displayed. this results in 5 minutes of overtime. 


The overtime determined by the time evaluation driver has to be processed accordingly in the 
system. 


= LESSON SUMMARY 
You should now be able to: 


e Evaluate employee time data 


142 © Copyright. All rights reserved. 


Using Cross-Application Time Sheet (CATS) 


LESSON OVERVIEW 


This lesson shows you how to use the Cross-Application Time Sheet (CATS). 


Business Example 


As an employee who must record time, you use the Cross-Application Time Sheet to record 


your data. For this reason, you require the following knowledge: 
e A good understanding of time recording options 


e A basic understanding of time management 


LESSON OBJECTIVES 


After completing this lesson, you will be able to: 


e Enter time using the Cross-Application Time Sheet 


Cross-Application Time Sheet 


A variety of user interfaces 


CATS classic/ CATS regular 


CATS notebook A E 


Joint data 
storage & 
validation 


Time quotas 
Payroll Invoices Project progress 
Deadlines 


mySAP SCM 


@ External employees’ 
activities 


…. Target applications 00 


Figure 108: What is CATS? 


The Cross-Application Time Sheet (CATS ) is another form of Employee Self-Service. You can 


use it to record the actual working times of individual employees. 
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The Cross-Application Time Sheet offers the following advantages: 
e Cross-application standard screens for entering working times 
e Ease of use for all users 

e Default values and data entry templates 

e Integrated approval process 

e Support for corrections 


+ SAP enhancements for increased flexibility in the definition of authorization checks, 
plausibility checks, and default values 


Time Sheet: Data Entry View 
& FG gal & EO | L)bocumentation 6] 6] 


| CATS classic | 


Data Entry Period 24.03.2014 -30.03.2014 |$) [$] Week 13.2014 
Worklst 
Rec. Order Projekt Aufgabe 


<> 
Data Entry Area 
E LT Rec. CCtr Rec. Order Typ Subtype ProjectID TaskID Name MU Total MO 24... TU 25... WE 2... TH 27... FR 28... SA 29... SU 30... M] 
‘Penned work dbys H 40,00 8,00 8,00 8,00 8,00 8,00 0,00 0,00 M 
Total hours recorded 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 
Total days recorded 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 
Total in days 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 


Entry 1 of 4 


mu Figure 109: Standalone User Interfaces 


CATS Classic 


CATS Classic is the original user interface of the Cross-Application Time Sheet in the SAP 


system. It is particularly suited to users that also use the SAP system to complete other 
tasks. 


CATS classic is the most suitable user interface. For example, administrative assistants 
can enter working times for multiple personnel numbers. 
CATS Regular 


CATS Regular offers a similar data entry screen and comparable functions to CATS 
classic. However, this user interface has been optimized for use as an Employee Self- 
Service (ESS) application in a Web browser. 


CATS Notebook 


The data entry screen for CATS Notebook is similar to that of CATS classic and CATS 
regular. CATS notebook also runs in the Web browser. CATS notebook is designed for 
use with notebooks, and is particularly suited to employees who have to travel a lot and 
cannot always have a connection to the SAP system to record their working times. 
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CATS notebook saves the working times entered in its own data store on the notebook. 
The next time CATS notebook is connected to the SAP system, it synchronizes this data 
store with the CATS database in the SAP system. 


The synchronization ensures that you can change working times both in CATS notebook 
and in the SAP system and that the most important working time attributes are available 
in the input help on the notebook. 


CATS Instant 


CATS Instant is an iView and runs in an SAP Enterprise Portal. It enables you to enter 
your current tasks or working times as you go along. CATS instant is aimed primarily at 
users who have to record billable tasks. Such users may need to record the time they 
have spent on individual tasks accurately and at several times during the day. 


This iView enables users to record their working times quickly and easily. A work list, 
from which users can choose the most important account assignment objects, is 
available for entering tasks. 


CATS Phone 


CATS Phone is a Wireless Application Protocol (WAP) application and runs on WAP- 
enabled cell phones. Similarly to CATS instant, it is aimed primarily at users who have to 
record billable tasks. In addition, it is primarily aimed at employees who have to travel a 
lot and visit several customers each day. 


CATS phone enables these employees to enter their tasks quickly as they go along. A 
work list, from which users can choose the most important account assignment objects, 
is available for entering tasks. 


Create account ‘ : A Follow-on 
Ë Record times )Release times ) Approve times 
assignment processes 


m Administrator m Personalized m Release times m By workflow E Invoices 
E Online in input help for approval or report 

SAP System Em Online and 
offline checks m Payroll 


m Controlling 


Figure 110: CATS Business Process 


The process in the Cross-Application Time Sheets consists of the following steps: 
1. Entry of time data in the time sheet 


2. Release of time data 
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3. Approval of time data (also using a workflow) 


4. Transfer of time data to the target component 


Hint: 
e) The steps release of time data and approval of time data are optional. 


The prerequisites for working with CATS are: 


Data Entry Profile Defines which fields are available for data entry 


Defines the target applications to which data is to be transferred 


HR Mini-Master Includes personnel number and personal data of the employees for 
whom data is to be entered 


You can store various employee-specific default values for CATS in 
the Time Sheet Defaults infotype (0315). 


Authorizations Applicable authorizations are required to permit employees to work 
with the time sheet 


Authorizations control what the employee is able to do (for example: 
enter time, change time, delete time) 


You should now be able to: 


LESSON SUMMARY 


e Enter time using the Cross-Application Time Sheet 
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Learning Assessment 


1. Positive time management is when time data that differs from the work schedule is 
recorded for an employee. 


Determine whether this statement is true or false. 


|] True 
|] False 


2. The TMW is an interface for the time administrators for maintaining time data and 
processing evaluation messages. 


Determine whether this statement is true or false. 


|] True 
|] False 


3. Overlapping time data records are called overtime. 


Determine whether this statement is true or false. 


|] True 
|] False 


4. The abbreviation CATS is derived from Computer Aided Time Star. 


Determine whether this statement is true or false. 


|] True 
|] False 


© Copyright. All rights reserved. 147 SAPA 
® 


148 


Learning Assessment - Answers 


1. Positive time management is when time data that differs from the work schedule is 
recorded for an employee. 


Determine whether this statement is true or false. 


Correct. With positive time management, all time is recorded for the employee. 


2. The TMWis an interface for the time administrators for maintaining time data and 
processing evaluation messages. 


Determine whether this statement is true or false. 


True 
|] False 


Correct. This interface is specifically designed to meet the needs of time administrators in 
decentralized departments. 


3. Overlapping time data records are called overtime. 


Determine whether this statement is true or false. 


|] True 
False 


Correct. They are called collisions. 


4. The abbreviation CATS is derived from Computer Aided Time Star. 


Determine whether this statement is true or false. 


|] True 
False 


Correct. This abbreviation is derived from “Cross-Application Time Sheet ,”, which refers 
to a time data recording template that overlaps applications. 
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UNIT OBJECTIVES 


e Process a payroll run 
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LESSON OVERVIEW 
This lesson shows you how to process a payroll run. 


Business Example 


You are responsible for processing payroll and must be able to generate the payroll run, 
correct errors and finalize the output. For this reason, you need to understand the following: 


e The payroll process 


e Statutory and voluntary deductions 


LESSON OBJECTIVES 


After completing this lesson, you will be able to: 


e Process a payroll run 


Payroll Basics 


Payroll 


Remuneration 
statement 


Transfer to Accounting Payments to various 
recipients 


Figure 111: Payroll Accounting 


Payroll accounting is the calculation of payment for work performed by each employee. 


Payroll accounting includes the following activities: 
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Remuneration and 


Create wage types for payments 
Deduction Elements di pay 


Create wage types for deductions 


Group Employees for 


anus Payroll Area 
processing in payroll 


Payroll Control Record 


Employee assignment to a payroll area 


Run Payroll Setup payroll driver 


Process gross to net payroll 


Payroll log 


Subsequent Activities 


Prepare remuneration statements 
Transfer values to finance/controlling areas 


Process payments to vendors (such as tax remittances, 
benefit payments, social club, pension deductions) 


Bank transfers 


Check printing 


Payroll accounting includes a number of work processes, including the generation of payroll 
results and remuneration statements, bank transfers, and check payments. 
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Calculation of wage Transfer 
elements 


Statutory and voluntary 
deductions 


Figure 112: Overview of the Payroll Procedure 


Note: 
A wage type could be a payment or a deduction. 


Remuneration and Deduction Elements 


The calculation of employee payments includes two main steps: 


e Calculation of remuneration elements consists of all wage types calculated during a payroll 
period (such as basic pay, shift premium, gratuities, leave, bonuses) 


e Statutory and voluntary country-specific deductions (such as tax, employment insurance, 
pension, loans, benefits) 


Both remuneration elements and statutory and voluntary deductions consist of individual 
payments and deductions that are calculated for an employee during a payroll run. 
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Group Employees for Processing in Payroll 


Payroll Area XX Payroll Area YY 


= 
t 


MONTHLY payroll processing, WEEKLY payroll processing, 
on the 28th for the each Thursday of the 
current month current week 


Fa Figure 113: Payroll Areas 


Payroll accounting is usually performed separately for different groups of employees. For 
example, you run payroll for one group of employees at the end of the month for the current 
month, while for another group, you run payroll on a weekday for the previous week. Payroll 
areas are used to group employees. A payroll area determines the exact dates of the payroll 
period and the exact date of the payment. 


Employees are assigned to a payroll area on the Organizational Assignment infotype (0001). 
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Payroll control record 
% 8 


Tf 
Payroll area [X0 HR-X: Monthly 


| Payroll status 


d f. Payroll 


Payroll period 04 2007 04/01/2007 - 04/30/2007 
Run 0 


Earliest retro acctg period 01/2006. 01/01/2006 


| Last change to personnel control record 
by WOLTERA on 04/10/2008 at 14:08: 48 
Status Exit payroll 


Figure 114: Payroll Control Record 


A Payroll Control Record is created for each payroll area and displays the status of the payroll 
(released, open for corrections, exited or ready to check). The payroll control record controls 
the payroll process for this specific payroll area. 


A payroll control record includes the following functions: 


Status of Payroll Action Executed 
Control Record 


Release payroll Locks payroll relevant master data records for all employees in the 
payroll area for the current payroll plus past payrolls (to allow for 
retroactive adjustments) 


The payroll program is started and the status of the payroll control 


record remains released for payroll 


Master data records remain locked but are available for input 
verification 


Master data records are released for corrections 
Payroll is complete for the specific pay period 


Additional areas on the payroll control record include the following: 


Payroll Period 
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The Payroll Period section of the control record provides the exact dates of the last 
completed payroll. 


Earliest Retro Accounting Period 


The Earliest Retro Accounting Period, is a mandatory field, which controls how far in the 
past payroll may be processed for employees assigned to the payroll area. This is one of 
two fields, which have an impact on retroactive payroll. The other field, which can impact 
retroactive adjustments is found on the Payroll Status infotype (0003) at the employee 
level. This is not a mandatory field and may be left blank. If dates are recorded on both 
the payroll control record for the payroll area and the payroll status infotype for an 
employee assigned to that payroll area, payroll retroactivity is processed back to the 
most recent date. 


Payroll control record 


Locked Icon 


(© Payroll control record 


Check Payroll Results 


50990) Michael LeClerc 
5 . ~ y y 7 50991! Josef Lutzel 
Payroll period 04/2007! 04/01/200 94 50992| Miguela Santos 
en 50993] Vera Sorokin 
Run 0 50994) Kattia Salizar 
50995|David Adams 
50996] Omar Calapino 


Earliest retro acctg period 0112006! 01/01/2006 


| Last change to personnel control record n : 
by [WOLTERA on [04/10/2008] at 


Status [Exit payroll 


MGEA2 UBF BORK >) 


Figure 115: Payroll Control Record: Additional Information 


The payroll control record provides additional information regarding the payroll. 


The icons at the top left of the payroll control record provide the following details regarding 
the current payroll run: 


Incorrect Personnel Numbers 

Select this icon to display a list of employees with errors to be corrected. 
List Personnel Numbers 

Select this icon to display a list of all employees assigned to the payroll area. 


Locked Personnel Numbers 


If an employees record cannot be locked when payroll is released, that individual is 
skipped during payroll processing. Select this icon to view a list of locked employees. 


156 © Copyright. All rights reserved. 


Lesson: Processing Payroll 


Run Payroll 


Legend: 


Leia N 
| 
a eee 
| 


| No 


YES 


| mu Figure 116: Overview of Payroll Process 


A payroll run includes the following steps: 


1. Release Payroll: Locks master data for employees in the selected payroll area for the 
current payroll period as well as past payroll periods (to allow for the calculation of 
retroactive adjustments). Master data and time data infotypes are read during the payroll 
process and this requires the locking of master data records. 


2. Start Payroll: The personnel numbers to be included in the payroll run are selected by 
specifying a payroll area on the payroll driver selection screen. The payroll period is 
transferred directly from the payroll control record to the payroll program. Payroll is 
executed during this step. 


3. Corrections: Payroll results are reviewed and errors are corrected by opening payroll for 
corrections. Once done, the payroll process is started again. 


4. Exit: Once payroll has been verified and is correct, the payroll is completed and exited for 
the period processed. Master data records are unlocked. 
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General program control 


Payroll reason 


Off-cycle payroll Ho 
Payroll schema X000 Important to force 
Forced retro. accounting as of 01.01.1999 retroactive accounting. 


[ Test run (no update) 


Log 


[VY Display log 
[ Also display time data processing log 


Display variant for log 


Parameters for Remuneration Statement 


Display variant rem. statement 


mu Figure 117: Payroll Driver Selection Screen 


Ina live payroll run, the system determines the payroll period. The last period to be included in 
a payroll run is stored in the payroll control record for each payroll area. The current payroll 
period is the last period to be included in a payroll run, plus one. 


Note: 
The earliest retroactive accounting period when Human Capital Management is 
implemented for the first time is usually the date the company goes live. 


Hint: 
Payroll driver should be started by Personnel Number or Payroll Area only. Even 
if using Personnel Number, include the appropriate Payroll Areas in the selection 


area. 


The payroll log has a table of contents in the form of a tree structure. You can access specific 
detailed information from the nodes in the tree structure. Detailed headers enable you to 
search successfully for errors and facilitate navigation within the log information. You can 
elect to display or hide individual tree structure nodes. 
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Payroll run of 01.05.2001 


Basic data (® Payroll period 
(non-specific) à : Procedure for 
[Œ Selection successful 


( General program control personnel numbers 


B 


(® 00012356 James Bond 
[= 02356748 Harald Batman 
L œ 05/2001 (01.05.2001 - 31.05.2001) 


= 
[Messages | — Œ 00012342 John Little Procedure for 
= rejected 
Ce 
ex 


+ personnel numbers 


Display statistics for the payroll run 


Figure 118: Payroll Log 


Note: 
The log is temporary and is available only as long as you are viewing it. If you exit 
the log, you have to rerun the payroll to reproduce it. 


Results are stored in the system, but the processing steps are not. 


During the payroll run, the system recognizes any errors in master data and time data. This 
could mean that data is missing or incorrect. Payroll can be run successfully for error-free 
personnel numbers. Payroll Status Infotype > infotype Payroll Status > Payroll Accounting 
Payroll Status Infotype > A correction indicator is assigned in the Payroll Status infotype 
(0003) to personnel numbers with errors. 
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Correction 
indicator in 
IT 0003 


Log: error 
free 


Figure 119: Correcting Incorrect Personnel Numbers 


List of incorrect 
personnel numbers 
in the control record 


Correct errors 


Run payroll again 
using search help 
(employees with 
correction indicator 
in IT0003) 


Personnel numbers with errors are listed in the payroll log. You can also call up and print 


these personnel numbers using the control record. 


Once the payroll errors have been corrected, you can repeat the payroll run. This time run 
payroll using the Search Help functionality (Payroll correction run: match code W). This 
ensures that only the personnel numbers that have a correction indicator assigned to them in 


the Payroll Status infotype (0003) are selected. 


160 
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International 


Payroll 
(Ye) Simulation 
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bal Remuneration statements  {}} 
2 Release Payroll Remuneration statements | | 


(Ye) Start Payroll 


QA Check Result 


à Corrections Payroll period 


Payroll area 
QA Exit Payroll @ Current period 
O Other period 


K2] Remuneration 
Selection 


Personnel number 
Payroll area 


Ez E 
= = 


Figure 120: Remuneration Statement 


ZT TReCee (CHF maaa Ho 
Further selections Search helps 


SAP Payroll enables you to create remuneration statements for your employees. The 
remuneration statement clearly lists all payments and deductions used in the payroll run for 


an employee. 


>Payroll Accounting remuneration statement > The remuneration statement is usually 
created after a payroll run and before the net pay amount is transferred to the bank. 


Alternatively, employees can use Employee Self Service (ESS) to view their remuneration 


statement. 


All subsequent activities take place when the payroll run, remuneration statement, and wage 


and salary transfer activities are complete. 


concept_13_1618389762837.dita 


i LESSON SUMMARY 
You should now be able to: 


e Process a payroll run 
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Learning Assessment 


1. List the main steps of the payroll process run. 


2. What does Release payroll do to the master data records? 


3. The Payroll log provides you with a permanent record of an individual's payroll processing. 


Determine whether this statement is true or false. 


4. If Employee Self-Service is implemented, employees may be responsible for creation and 
maintenance of the following Payroll related information: mailing address, tax information, 
and bank deposit information. 


Determine whether this statement is true or false. 


|] True 
|] False 
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Learning Assessment - Answers 


1. List the main steps of the payroll process run. 


Release payroll, Start Payroll, Run payroll, Check Results, Corrections, and Exit payroll. 


2. What does Release payroll do to the master data records? 


The employee records become locked for past or current processing. 


3. The Payroll log provides you with a permanent record of an individual's payroll processing. 


Determine whether this statement is true or false. 


|] True 
False 


Correct. The Payroll log is temporary and can be analyzed only as long as you view the log. 
Permanent records of input and results tables are in SAP Easy Access Menu — Human 
Resources — Payroll — International tools — Display results . Enter the personnel number 
of the employee and select any payroll run to display the information about that run. 


4. If Employee Self-Service is implemented, employees may be responsible for creation and 


maintenance of the following Payroll related information: mailing address, tax information, 
and bank deposit information. 


Determine whether this statement is true or false. 


True 
|] False 


Correct. This statement is true. 
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Maintaining the Qualification Catalog 


Lesson 2 


Creating Profiles 


Lesson 3 


Executing Profile Match-ups 


UNIT OBJECTIVES 
e Maintain the qualification catalog 
e Create person and position profiles 


e Execute a profile match-up 
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Maintaining the Qualification Catalog 


LESSON OVERVIEW 
This lesson shows you how to maintain the qualification catalog. 


Business Example 


As the talent Management Specialist, you are responsible for mainting qualifications for 
employees and positions within your compnay. For this reason, you require the following 
information: 


e A good understanding of qualifications and requirements 


e A good understanding of the qualifications catalog 


LESSON OBJECTIVES 
After completing this lesson, you will be able to: 


e Maintain the qualification catalog 


Qualification Catalog 

The personnel development function can help you plan and implement specific personnel and 
training measures to promote the professional development of your employees. You can also 
increase your employees’ motivation and job satisfaction by considering their preferences 
and suitability for positions. One of the goals of personnel development is to ensure your 
organization has the qualifications and skills it needs in all fields. This is achieved by 
maintaining a qualification catalog and preparing qualification evaluations for positions and 
employees. 


A translation function allows you to use the qualifications catalog in different languages. 


Personnel development needs can be determined by comparing current and future position 
requirements with existing employee qualifications and taking into consideration the 
development preferences of the employees. 


Development measures can be geared towards scenarios such as: 
e Retaining existing employees 
e Enhancing skills and abilities of existing employees 


- Filling the gap between position requirements and employee abilities as identified in a 
performance assessment 


e Ensuring employees keep pace with technological developments 


Positions have specific requirements that must be met, and employees possess certain 
qualifications. These requirements and qualifications are stored in the qualifications catalog. 


® 
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Structure of the Qualification Catalog 


Gatalog | Qualification group | 


Programming 


Language skills languages 


Knowledge Knowledge Knowledge 
Knowledge of, Knowledge of, of C++ of C of ABAP 
Spanish English 


Business Technical 
English English 


Qualifications 


mu Figure 121: Qualifications Catalog 


Qualifications can also contain further qualifications. Qualifications are related to persons, 
jobs, and positions. 


You can create your own quality scales to rate the proficiency of qualifications. The user 
defines the number of entries in a scale and the proficiency texts to be used. 


You must assign a proficiency scale to each qualification group. This scale is inherited by the 
qualifications in the group. 


The proficiency of the scales can be given individual descriptions for every qualification/ 
qualification group in the qualifications catalog. These proficiency descriptions are then 
available when you edit qualifications and requirements descriptions (as well as for 
appraisals). 
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Qualification 


Self-assertion 
Communication skills 


Business Italian 
Technical Italian 


Figure 122: Structure of the Qualifications Catalog 


In the qualifications catalog, qualifications that are similar are grouped into qualification 
groups which structure the qualification catalog. Qualification groups (object type QK) can 
contain qualifications and additional qualification groups. Qualifications (object type Q) can 
also contain additional qualifications. Qualifications are assigned to objects such as persons 
or candidates. 


An example of a qualification catalog is as follows: 


Qualification Group Qualification 


Example: 


The qualification group Language Skills contains the qualification groups Italian and Spanish. 
The qualification group Spanish contains the qualifications Business Spanish and Technical 
Spanish. 


If you want to create a qualification group, you must first have defined at least one proficiency 
scale. 


You can display a where-used list for qualification groups and qualifications. The where-used 
list displays all of the objects to which the original object has a relationship. You should always 
generate a where-used list before you delete an object to ensure data consistency. 
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Assign Quality Scales 


Yes/No scale 


First aid course Yes 


Points scale (1-5) 


Low 


Independencelinitiative Below average 


Proficiency description Good 
for qualifications 


Excellent 
Average proficiency Average proficiency 


for interpersonal skills for independence and 
initiative 

Gets on well with colleagues Recognizes need for action 

and customers and takes the necessary 
steps 


|. Figure 123: Assigning Quality Scales 


Qualifications are rated by means of proficiency scales (quality scales). To rate the 
proficiency of a qualification, you create a quality scale. You determine to you how many 
ratings are included on this scale and what they are called. 


An example of a scale to measure a proficiency is as follows: 
e Languages could include the proficiencies of:. 

Basic Knowledge 

Satisfactory 

Fluent 

Native Speaker 


. A scale to indicate whether or not the individual has a drivers license could have the 
proficiencies of: 


Yes 
No 


Quality scales are assigned to qualification groups (not qualifications). A quality scale must be 
assigned to each qualification group. This scale is then assigned automatically to all the 
qualifications belonging to this group. 


If qualification groups with different quality scales are arranged hierarchically, the 
qualifications of the various groups are always assigned the scale of the directly superior 
qualification group. 
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Additional Qualification Data 


Qualifications may have a depreciation meter, alternative qualifications, and a validity period 
to allow you to provide further definition to your objects. 


Qualification depreciation meter = 
deterioration / decline of knowledge 


d‘nvie,c 
EVE 
À à ch 


Validity of qualifications = 
knowledge / skill expiry arg 


S 


Alternative qualifications = 
comparability of qualifications 


"AAG 
UREA: 
FES: 


Figure 124: Additional Qualification Data 


A depreciation meter allows you to simulate in the system the fact that, over time, employees 
forget certain skills. For example, if the position an employee holds does not require one of 
the skills the employee has, for example C++, the employee's ability to work with C++, will 
decline over time. You indicate how the reduction of employee skills will be handled by the 
depreciation meter. 


Qualifications may also have a validity period. At the end of this period, the qualification will 
expire. For example, a first aid certificate may be valid for 2 years after which it must be 
renewed. If the certificate is not renewed, the qualification is removed from the employees 
profile. You can track qualifications with validity periods and ensure follow up training is 
delivered. 


Alternative qualifications must have the same proficiency scale and are considered to be 
equivalent to others in the suitability percentage specified. You can assign one or more 
alternative qualifications to a qualification and the relationship is automatically two-way. You 
can define a percentage value specifying the extent to which one qualification can replace 
another. 
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Qualifications and Requirements 


D 
Requirements | 


List of skills, abilities, Profile Matchup 


and experience required 
to be suitable for a job, Position Person 
position, task, or work 
center 


Qualifications 


List of skills, abilities, 
and experience that make 
an employee suitable for 
a position 


Requirement Qualification 


mu Figure 125: Qualifications/Requirements 


You can assign qualifications to employees and positions. Employees possess qualifications 
and positions have requirements. All qualifications (and requirements) are stored centrally in 
a catalog. Both refer to the same object but from a different perspective. 


Requirements and qualifications are stored in profiles, which are compared with one another. 
This comparison is used to determine if the individual is well suited for the particular position 
or if training or development could be used to resolve any deficiencies between the position 
requirements and the individual's qualifications. 
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Integration of Personnel Development with SAP Components 


Training and 
Event 
Management 


Enterprise 
Compensation 
Management 


Organizational 
Management 


Personnel 


Development 


Shift Personnel 
Planning Administration 


mm Figure 126: Points of Integration in Personnel Development 


Personnel Development is integrated with the following: 


Organizational Management: 


Integration with Organizational Management allows you to access objects within the 
organizational structure. for example positions. If you want to use Personnel 
Development effectively, you should also implement Organizational Management. 


Training and Event Management 


Integration with Training and Event Management allows the system to generate training 
proposals based on the results of a profile match-up. You can also book the employee 
into business events and create prebookings for business event types. 


Personnel Administration: 


Integration with Personnel Administration allows you to use employee information (HR 
master data) for personnel development planning. This allows you to manage 
qualifications and appraisals in Personnel Development. Special integration switches are 
available for integrating qualifications and appraisals. Once an appraisal is completed, 
the resulting performance rating can be made available to Enterprise Compensation 
Management. 


Recruitment: 


If Personnel Development is integrated with E-Recruiting, you can manage applicant 
qualifications in Personnel Development only. This allows you to perform standardized 
appraisals for both candidates and employees. 


Shift Planning: 
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Integration with Shift Planning allows you to take qualifications into account when you 
schedule shifts. This allows you to, for example, specify that the employees working on a 


specific shift should have specific qualifications. 

Logistics: 
In Logistics (Service Management, Production Planning, and so on), you can store work 
center requirements, or requirements for orders. This means that you can find suitable 


employees during the shift planning process by matching requirements with 
qualifications. 


LESSON SUMMARY 
You should now be able to: 


e Maintain the qualification catalog 
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LESSON OVERVIEW 
This lesson shows you how to create person and position profiles. 


Business Example 


As the Talent Management Specialist, you are responsible for maintaining employee and 
positions profiles. For this reason, you require the following information: 


e Anunderstanding of employee and position profiles 


LESSON OBJECTIVES 


After completing this lesson, you will be able to: 


e Create person and position profiles 


Person and Position Profiles 


Profiles 


Profiles are used to store specific information about objects. Each 
profile has a header with standard information about the object, 
and a number of subprofiles. 


Name Name 
Date of birth Header Holder 


Position information Org. unit = 


De EAT 


: Requirements? 


Figure 127: Profiles 


Profiles are used to store information on objects such as qualifications, potentials, 
preferences, dislikes and requirements. 
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The header contains standard information on the object. For employees, this information 
might include the person's name, date of birth, and the position the person holds. Subprofiles 
contain more specific information on a particular aspect of the header. For example, a 
person's qualifications subprofile contains details of the person's skills and knowledge. 


Profiles can be created for different object types and each object type can have a number of 
different subprofiles. Each profile consists of a header and a number of subprofiles. 


Hint: 

When a subprofile is changed, the workflow Changed Subprofile automatically 
informs the person for whom the subprofile was created of the change. All of the 
subprofiles in Personnel Development are included in the workflow with the 
exception of the subprofiles for appraisals and individual development plans. 


A person has subprofiles 


Qualifications | Potentials Preferences 


Qualification Group | Name 


Social skills 


Business Spanish Basic knowledge | 01/01/1996 | 12/31/9999 


c | Figure 128: Create profiles: Person, Applicant. 


The subprofile Qualification, tracks employee or candidate skills and abilities by type and level 
of proficiency. You use the qualifications catalog to create a Qualifications subprofile. 


The Potentials subprofile stores information regarding a person's future suitability for other 
positions and professional development. 


The Preferences and Dislikes subprofiles store preferences relevant to a person's 
professional development. 
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Requirements 


Controlling 


Cac |v [ermine Pass [ 
COBOL A Very good 01/01/1998 | 12/31/9999 [| 


mu Figure 129: Create profiles: Job/position 


The Requirements subprofile specifies the knowledge and skills, including the level of 
proficiency of the skills, required for a specific job, position, and so on. This subprofile is 
created using qualifications stored in the qualifications catalog, and must have a validity 
period. You can enter notes for each entry in the requirements subprofile. 


Requirements can remain unevaluated (that is, without a specific proficiency), or you can 
assign them a proficiency. The scale of the qualification group to which the qualification 
belongs determines which proficiency you can assign to it. 


You can also specify whether a requirement is essential or optional. You can consider this 
factor when, for example, executing a profile matchup, or during career and succession 
planning. 


Requirements that are related to a job are inherited by positions derived from the job. You 
cannot delete inherited requirements from the subprofile but can assign a different 
proficiency or a different status. 
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m Objective setting and = Individual Development 
appraisals (open) subprofile 

m Objective setting and m Development Plan History 
appraisals (received) subprofile 

m Objective setting and 
appraisals (created) 


mu Figure 130: Additional Subprofiles 


Additional subprofiles containing information on planning objects are available for use in the 
Appraisal Systems and Development Plans components. 


Hint: 
If you implement the Performance Management function, you can use the 
following subprofiles for appraisals: 


+ Objective setting and appraisals (open) 


+ Objective setting and appraisals (received) 


e Objective setting and appraisals (created) 


You learn about these subprofiles later in context. 
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Intranet Solution 


Display and update your 
own skills profile 


ral Figure 131: Intranet Solution for Qualifications Profiles 


Employee Self-Service (ESS) allows employees to view and edit their qualification profiles. 
Employees can select the qualifications they hold from the qualification catalog, and save 
them and their proficiency to their profile. Profile match-ups allow employees and 
management to identify areas where there are deficits and training needs. 


= LESSON SUMMARY 
You should now be able to: 


e Create person and position profiles 
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LESSON OVERVIEW 
This lesson shows you how to compare the profile of a position with the holder of the position. 


Business Example 


As the Talent Management Speciality, you are responsible for comparing position 
requirements with the qualifications of employees. For this reason, you require the following 
information: 


e Anunderstanding of how to generate a comparison between employee and position 
profiles 


LESSON OBJECTIVES 


After completing this lesson, you will be able to: 


e Execute a profile match-up 


Profile Match-up 


Person, applicant 


Over/underqualification 


Alternative qualifications 
and essential requirements 


Graphic presentation 
Training proposals 


Development plans 
Figure 132: Profile Match-up 


The profile match-up function lets you compare the qualifications and requirements of 
persons, jobs, and positions. Results can be displayed in a list form, for example using the 
SAP List Viewer or Table Control, saved as a file and printed. 
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When you compare qualifications with a requirement, one of the following scenarios can 
result: 


¢ The qualification fulfills the requirement exactly. 


e The qualification does not fulfill the requirement (the proficiency of the qualification is 
lower than is required, or does not exist at all). 


e Over qualification (that is, the proficiency of the qualification is higher than is required). 


Profile Match-Up Example 


List Edit Goto Settings System Help 
@ 1H 66068 CAR 2009 8H eB 
Display Profile Matchup 
ES EEE LOIRE EE | 


Display Profile Matchup 


Catherine Camino (50099100 
00 LeiterKB 
01/25/2006 
More Settings Alternative qualifications were not included 
Depreciation meter was not included 


[B] Qualification group Qualification Essential Reqt Required Existing Difference | Training 
Verbal, written communicative skills | [Average [Do(es) Not Exist] 
| [Core Management Practices Leadership skills [I JAbove average [Do(es) Not Exist) 
| |Health & Safety Certifcations [First Aid procedures 1 Yes |Do(es) Not Exist 
|_| Knowledge of network administration| Security requirements | Adequate |Do(es) Not ist) 
Personality and Social Traits independence and initiative |Adequate  |Do(es) Not Exist 


D [TE3 (1) 800 bal teatdcoo [INS | 0] 77 


Figure 133: Profile Match-up: Example 


The various scales used in profile match-ups are standardized to make comparisons easier 
and more accurate. 
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Training Proposals for Qualification Deficits 


Business event type 


ii @ Prebook for 
Japanese: Japanese: business event type 
Average Basic knowledge © Book for business event 


Qualifications 


Training proposals to impart 


—— 
qualification (or proficiency) =" 
required Development plan 


: ® Assign a development 
e Business event type plan and select items 


e Development plans 


— Impart Japanese skills 
(> "basic knowledge") 


Figure 134: Training Proposals for Qualification Deficits 


If Personnel Development is integrated with Training and Event Management, you can use 
Generate Training Proposals. The system proposes training courses (business events) that 
can provide any missing qualifications. You can book employees for courses directly, or 
alternatively pre-book them for business event types. 


The system can also propose development plans that impart the required qualifications. You 
can assign a development plan directly, and then copy items from this general development 
plan to a person's individual development plan. 


The system proposes only business events and development plans that result in the same or 
higher level of proficiency as the qualification (compared to current proficiency in the 
Qualifications sub-profile of the person in question). 


Example of the use of a profile match-up is as follows: 
e A mechanical engineer is scheduled to work in Japan in a new position. 


e The profile match-up shows that the employee does not have adequate language skills. 


¢ Since Personnel Development is integrated with Training and Event Management, the 
option Generate Training Proposals is executed during the profile match-up. 


e The system proposes Japanese language courses that will give the engineer the required 
skills for the new position. 


e The administrator registers the employee directly into the recommended courses. 


Unit 7: Personnel Development 


Acquiring Qualifications 


Transfer 
qualifications 


Business event 


9 Training and Event Management | 


Attendance booking attendance 


Qualification Assignment of development plan | successfully" 
deficit 
Figure 135: Acquiring Qualifications 


Development plans 
| Status "Completed 


Successfully completing a course (business event) may result in the attendees obtaining an 
additional qualification with a specific proficiency. During follow-up activities of the business 
event, the system transfers this qualification to attendee profiles. 


Inthe standard system, if an employee successfully completes a development plan, the 
system can copy qualifications assigned to the development plan (and the corresponding 
proficiency) to the person's qualifications profile. In Customizing, you can specify whether the 
system should copy these qualifications automatically without intervention, or if users should 
confirm this operation first. 
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Reporting on Profiles 


e Objects without 
qualifications/ 


` requirements 

e Objects with unrated 

| qualifications/ 
requirements 


Catalog See eran ere naa si ee... 
e Profile matchup: position/holder 


o Profiles 
e Qualifications : e Expired qualifications 
e Qualifications overview 


Figure 136: Qualifications and Requirements: Reporting 


There are many ways to evaluate and analyze the information contained in subprofiles. 


Finding Objects for Qualifications | 


Support from the Object Manager 
"Essential 
Qualifications requirement" flag 


required 


BC" CCC IE 


| | Ability to handle stress = a Above average 


—_ Sh ae SE 

pecifying — 

Qualifications BOT ES ECTS ES 
e Select specific | ABusiness grenen | | [EM] average | Native speaker | 


er La Entries regarding proficiencies 
required 


mu Figure 137: Finding Objects for Qualifications (1) 
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You can use the Find Objects for qualifications report to search for planning objects(persons, 
candidates, and so on) that have specific qualifications. You can also specify that each 
individual qualification requires a specific level of proficiency and restrict your selection 
further by entering additional selection criteria. 


Examples of reports to find objects with qualifications include the following: 

+ Finding persons (or candidates) with specific qualifications. 

e Searching within an organizational unit to find suitable people to work on a project team. 
e Identify employees who exceed or fall short of the specified qualification criteria. 


When you specify the qualifications for which you are trying to find objects, you can select 
qualifications individually from the qualifications catalog. When you specify the proficiency 
you are looking for, you can enter individual values or value ranges, and you can also specify 
that objects must meet certain conditions. 


By setting the Essential Requirement flag for a qualification, you can specify that the object 
you are looking for must have the qualification in question. 


Hint: 
@ This function is also used in the Recruitment process. 


Finding Objects for Qualifications II 


Qualifications | Other , Availability 
required + selection + of persons 
options 


Restrict to Further restrictions 
specific +] (depend on object 
object types : | types selected) 


Possible hit list Example: Only employees Example: 
e Applicants (object type Person) Object type Person 
e Persons : @ Field selection 

; i Pers.area CABB 


Pers.subarea 0002 
EE subgroup X0 


e Org.structure 
Org.unit Purchasing 


e Availability 


mu Figure 138: Finding Objects for Qualifications (2) 


You can limit your search to objects of specific object types. For example, you might wish to 
restrict your search to employees (object type P), or to applicants (object type AP). 
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Depending on the object types you specify, you can further limit your search. For example, 
you might limit your search to objects of the object type Person, and then specify that the 
persons must belong to particular organizational units. You may also further restrict the 
selection to specific personnel areas, employee subgroups, and so on. 


The report generates a list that contains objects that have the specified qualifications and 
proficiency and fulfill the other selection criteria. Alternative qualifications are displayed if 
specified in the user-specific settings. The list is output in the SAP List Viewer. 


You can specify the availability of a person (object type P) as an additional selection criterion. 
This system verifies this via the interface with Time Management. 


Planning for Organizational Unit 


Ee _HR Department Manager 


Graphic Display 
e Org. unit 
Position 
Job 


o 
Department Manager =| ° 

e Person 
MaxLyach = 


User 


[© HRAssistant 


Select the objects you 


require, then execute 
the function 


Figure 139: Planning for Organizational Units 


Planning for an Organizational Unit allows you to restrict your view to an organizational unit. 
You can perform all the change, display, and reporting functions of Personnel Development 
directly from the structure display by selecting the objects you require, and executing the 


function. 


m LESSON SUMMARY 
You should now be able to: 


e Execute a profile match-up 
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Learning Assessment 


1. Qualifications and requirements originate from the qualifications catalog. 


Determine whether this statement is true or false. 


|] True 
|] False 
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Learning Assessment - Answers 


1. Qualifications and requirements originate from the qualifications catalog. 


Determine whether this statement is true or false. 


True 
|] False 


Correct. They are of the same object type. If qualifications are stored for persons/ 
candidates, they are referred to as qualifications. If they are stored for jobs/positions, 
they are referred to as requirements. 
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Lesson 1 


Maintaining Training Events 


Lesson 2 


Enrolling Employees in Training Events 


Lesson 3 


Outlining Enterprise Learning Functionality 


Lesson 4 


Creating Development Plans 


UNIT OBJECTIVES 

e Create a training event in the Training and Event catalog 

+ Enroll an employee in a training event 

e Evaluate the components of the enterprise blended learning solution 


e Create and assign employee development plans 
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Maintaining Training Events 


LESSON OVERVIEW 


This lesson show you how to set up the Training and Event Management catalog and enroll an 


employee in a training event. 


Business Example 


As the Training Specialist, you are responsible for managing the Training and Event catalog, 
including the creation of events and enrolling employees. For this reason, you require the 
following knowledge: 


e Agood understanding of the training events required 


e A good understanding of the enrolment process 


LESSON OBJECTIVES 
After completing this lesson, you will be able to: 


e Create a training event in the Training and Event catalog 


Training and Event Management 

Training and Event Management gives you the ability to ensure you have the required skills 
within your organization by offering a comprehensive training catalog of training events. 
Training events are maintained in a catalog consisting of business event groups and event 
types which form the framework of your catalog. 
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Processes in Training and Event Management 


Business Event Preparation: E 1 Business Event Catalog: 

@ Create event environment © Create business event dates 
© Create business event groups with and without resources 
© Create business event types = © Plan dates based on demand 


3 Day-To-Day Activities: 4 Recurring Activities: 
© Attendance @ Business events 
= book m firmly book/cancel 


E prebook m lock/unlock 
= replace = follow up 
m rebook @ Perform appraisals 
m cancel @ Perform billing, activity 
© Correspondence allocation and cost transfer 


mu Figure 140: Processes in Training and Event Management 


Training and Event Management includes the following main processes: 


1. Business Event Preparation: This phase comprises the creation and maintenance of the 
master data accessed when you create your business event catalog including, for 
example, time schedules, event locations, and resources. 


2. Business Event Catalog: You can create individual or multiple event dates, with or without 
resources (for example an instructor). This can be done manually or based on existing 
demand for the event. 


3. Day-to-Day Activities: These activities are carried out for the created events, for example: 
e book (register to attend) internal and external attendees 
e prebook attendance 
e replace bookings 
. rebook 
e cancel attendance 
e create correspondence (provides notification for activities) 
4. Recurring Activities: These are periodic activities, for example: 
e firmly booking events 


e locking events 
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e unlocking events 
e canceling events 
e follow-up activities 
Each of the processes has appropriate reports available. 


Dynamic Menus 


Hierarchical Display of Objects: 2. Salectfunction via 


right-click or menu 


C-E Management Courses 


Display | 
i Prerequisites 
60€ 12/11/00 - 12/12/00 imparted Qualifications 
To Be Rebooked 
Prebookings 
1. Select object Schedule Model 
to be edited Brochure 
with cursor Price 
Knowledge Link 


Figure 141: Working in the Dynamic Menus 


Training and Event Management has dynamic menus that simplify operation of the system by 
offering a way to create and maintain Training and Event Management objects. The advantage 
of dynamic menus is that you create data and access functions directly in the clearly 
structured environment of the business event hierarchy. 


The dynamic menus include the following: 
e Master data 

e Attendance 

e Business Event 


« Information 


e Planning 
e Resource 
e Tools 


When you select an object, the system automatically reads the current object data so that you 
do not have to enter it yourself. You access the various functions either via the menu or by 
clicking the right mouse button beside the appropriate object. Filters and selection criteria 
options control the data displayed in a dynamic menu. For example, you can set the status 
criterion to display only events in planned status. 
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Selecting an extended search allows you to search for any object that exists in the dynamic 
menu structure, such as an attendee. When the system finds the object, the structure of the 
corresponding root object is opened to the object. 


The Goto option allows you to navigate to the attendance, the information, and the business 
event menu as required. You always access the same level of the structure as the one you 
leave. Data is immediately updated in each of the menus so that once you have created data 
in one menu, you can seamlessly proceed to edit it in the next menu without having to exit and 
refresh your work area. 


Business Event Preparation: Master Data 


pe a 


1. Day: 10:00 - 17:00 
2. Day: 9:00 - 17:00 
3. Day: 9:00 - 17:00 


Building 


Time schedules 


Organizational unit 


Internal 
Education 
and Training 


The business event environment contains the basic data required for business events such as 
time schedules, building addresses, cost items, event locations, organizers, resources, and 
resource types. 


You create this master data during the business event preparation phase. You access it later 
when you create the business event catalog. 
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Business Event Preparation: Hierarchy 


purely for structural purposes and 
can cover multiple levels in the 
hierarchy. 


v a Language Courses 


D C) French 
v [_] English 


English for Beginners <— | Most of the information 
. relevant to business events 
Advanced English is stored with the event types. 


Busi Enalish They form the basic framework 
usiness: engis of the business event catalog. 


Technical English 
03/09/00 - 04/10/00 Technical English 


10/10/00 - 11/10/00 Technical English 
11/13/00 - 12/15/00 Technical English 
08/01/01 - 09/02/01 Technical English 


Employees Courses Business event groups [| are 


Figure 143: Business Event Preparation: Business Event Hierarchy 


The business event catalog is presented in a hierarchical form. It is made up of business event 
groups and event types. 


The hierarchies of the business event catalog include the following: 


Business Event Group: 


A business event group is a grouping of business event types that share the same 
characteristics or deal with related subject matter. Business event groups can, in turn, be 
combined to form overlying business event groups resulting in a hierarchically structured 
curriculum or catalog. 


Business Event Type: 


A business event type is a prototype event including all of the general attributes that 
apply to events of this type. A business event type is not scheduled to take place ona 
specific date. Business event types are assigned to event groups. Event groups and types 
form the basic framework of the business event catalog. 


Business Event: 


A business event is a specific occurrence of a business event type, scheduled to take 
place ona specific date. A business event (also referred to as a business event date) 
inherits all of the attributes stored for the event type, and is scheduled to take place on a 
specific date. Attendees are booked to business events. 


Create and Edit Business Events 


Hint: 
Oo You create business events (dates) in the business event menu. 
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Dynamic Business Event Mernis 


G SAA weak SA 


-01.2014 - 31.1 
> Q Business 
> QJ Business Management & Leadership 
~ Q Core Employee Development 
~ Q New Hire Training 
> Q Email Communication Skills 
» B Company Orientation Program 
- B Getting Started 
- B Introduction 
- B Personnel department introduces itself 
- B The works committee introduces itself 
- B Personal Development 
> © Explanation of Corporate Policies 
- B Virtual Company Orientation 
GS Occupational Safety 
B Safety training-machine handling 
B OSHA Safety Refresher Training 
B wumis 
H2S Alive 
© H2S Instructor 
Accident Investigation Techniques 
B Industrial Hygiene 
B automated External Defibrillators (AED) 
B prills for Spills 
Ergonomics 
> (Employee Health & Wellness 
> CJ Industrial Training and Development 
+ (CI continuing Employee Development 
> (Employee Basic Workplace Skills 
» (I Core Group 


= Figure 144: Creating and Editing Business Events: Dynamic Business Event Menu 


Inthe dynamic business event menu, you can execute all of the functions related to creating 
and editing business events. 


Business event functions include: 


Create Individual Events | - With or without reserving resources (for example instructor, 
room, material, and so on) 


Firmly Book Events - Put the event in active status 
Cancel Events - Cancel and remove an event from availability 


Lock / Unlock Events - Temporarily close an event from receiving registrations / Re- 
open an event to allow registrations 


Follow-up Activities - Contact participants, for example 


Appraisals - Create appraisals for completion by participant and / or 
instructor 


Billing - Invoice external customers and perform activity allocation for 
internal participants 


Cost of Event - Automatically calculate a price proposal for the event 
Display - Change the displayed objects 


Additional Data - Display additional information such as resource lists, attendee 
list, or the time schedule for the event 


The system reads the relevant data when you place the cursor on an event. To edit an event, 
position the cursor on it and choose the required function from the menu or right mouse click. 
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Create Event Dates 


03/09/00 - 06/10/00 
10/10/00 - 11/10/00 
11/13/00 - 12/15/00 
08/01/01 - 09/02/01 


{2) Advanced English 


Business English 


E] Technical English 
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Creating or planning 
business event dates 


for a business 


event type 


English for Beginners 
English for Beginners 
English for Beginners 


English for Beginners 


| Figure 145: Business Event Catalog: Create Individual Event Dates 


You set up a business event catalog by creating or planning business event dates for your 
business event types. You determine demand and plan events in the dynamic Planning Menu. 


Most of the data you store for business event types is proposed as default values for the 
actual event dates. You can overwrite this data as required. As a general rule, the more data 
you store for the event type, the less work you have later. 


If you transfer the data stored for the event types when you create your business event 


catalog, only certain fields must be maintained. 


Fields to be maintained when data is transferred include the following: 


«e Date 
e Location 


e Language 


e Resource Reservation (if you select the Create With Resources option) 
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Business Event Planning 


calendar Location 


Demand Determination 


Language 


Detailed Planning 
Planning Chart 


mn Figure 146: Business Event Planning: Mass Maintenance of Event Dates 


The planning function of the dynamic planning menu allows you to plan multiple events in a 
given time frame and considers various time-related and resource availability conditions. 


You plan business events in the dynamic planning menu. You use the Plan function when you 
want to simultaneously create multiple event dates based on the demand that exists for them. 


The planning process contains the following steps: 


Specification or determination of business event demand 
Demand can be calculated automatically on the basis of the following: 


e prebookings received for the event type to date 

e the bookings made the previous year 

e the demand figures from the previous year’s planning. 
e manually 


Business Event Date Planning 
The system determines a number of date proposals for the event you want to plan, taking 
your calendar and resource specifications into account. The proposed dates are 
displayed on a planning chart which includes editing options. For example, you can 
change, move, copy, and delete proposed dates and display the results in list format. 


To accept the proposed dates and transfer them to your business event catalog, choose Save. 
If not, choose Cancel. You can then modify the specifications and start the planning process 
again. 
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Day-to-Day Activities 


Correspondence Track 
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Figure 147: Day-To-Day Activities: Overview 


In the dynamic attendance menu, you can execute booking activity functions. 


Example of functions available in the dynamic attendance menu include the following: 


Book attendance 

Prebook attendance (for business event types) 
Replace attendance 

Rebook attendance 

Cancel attendance 


Book attendee lists 


Correspondence is automatically output to accompany each of the booking activities ifthe 
relevant customizing activities are completed. You can monitor the output of correspondence 
using Correspondence History. 


You should now be able to: 


LESSON SUMMARY 


Create a training event in the Training and Event catalog 


© Copyright. All rights reserved. 201 SAPA 
® 


Unit 8: SAP Learning and Development 


202 © Copyright. All rights reserved. 


© Copyright. All rights reserved. 


Enrolling Employees in Training Events 


LESSON OVERVIEW 
This lesson shows you how to enroll an employee in a training event. 


Business Example 


As the Benefti Administrator, one of your responsibilities is to manage the benefit programs 


for your company. In order to manage the benefit programs, you require the following 
knowledge: 


e A good understanding of benefit programs 


LESSON OBJECTIVES 
After completing this lesson, you will be able to: 


« Enroll an employee in a training event 


Enrollment in Training Events 


Training and Event Management 
The process of booking attendees into an event includes the following steps: 


1. Select the business event (the training course to be attended) 
2. Select the attendee to be enrolled in the business event 

3. Determine the booking priority to be assigned to the attendee 
4. Complete the booking 


5. Verify billing information for the attendee to ensure the correct activity allocation 
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Attendees 


Individual Attendees Group Attendees 


Person 
(Personnel Administration) 


Contact person 
(SD) 


External person : 
(Training and Events) l 


Applicant 
(Recruitment) 


User 
(System Administration) 


Figure 148: Attendees 


To facilitate bookings, individual and group attendees are assigned to attendee types. When 
you create a new attendee, you select the pertinent attendee type and enter data for the 
attendee as required. You can make bookings for all attendee types that exist in the system. 


Examples of attendee types are as follows: 


Person Po Employee of your company 


User US Person with a record in the 
user master 

External Person Employee from another com- 
pany 


H 
Applicant AP External person who has ap- 
plied for a position 
P 


Contact Person Employee of a partner 


Organizational Unit For example, a department in 
your company 


T 
Customer One of your customers 


You can create attendees in the follow ways: 


e From the SAP Easy Access screen, choose: Human Resources — Training and Event 
Management — Settings — Current Settings — Attendee — Create 


+ From the SAP Easy Access screen, choose: Human Resources — Training and Event 
Management — Attendance — Attendance Menu. From the dynamic Attendance Menu, 
choose Extras->> Attendee ->> Create 
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e Create an attendee when completing the booking for the event 


Booking Priorities 


Capacity Booking Priorities 


e Waiting list bookings Waiting List 


Attendee 
List 


Figure 149: Booking Priorities 


The booking priority determines whether an attendee is placed on the attendee list or the 
waiting list. Booking priorities are indicated by a numeric value. When you book attendance, 
you can assign the booking a priority or let the system assign it automatically. 


The following restrictions apply when booking an attendance: 
Normal Booking Priority 
e You can assign normal booking priority up to the optimum capacity only. 


e Bookings with this priority are assured a place in the event as a rule. They may be 
moved down to the waiting list when the event is put in firmly booked status. 


Essential Booking Priority 
e You can assign essential booking priority up to the maximum capacity only. 


e Essential bookings will not be moved when the event is firmly booked. 


Waiting List 
e You assign a waiting list booking when a business event is fully booked. 


e You can assign waiting list candidate places on the event if they become available as a 
result of cancellations. 


Correspondence 


You can output a variety of notifications to attendees for the activities in Training and Event 
Management using different media options. With manual output, you also have the option of 
using Microsoft Word standard letter function and downloading the notification into Microsoft 
Word. 

Automatic correspondence is triggered by specific activities in Training and Event 
Management that you define as correspondence-relevant such as Book Attendance. 
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Correspondence history is included in notification output and provides reporting on 
documents output to attendees. This report could be used to, for example, indicate when an 
attendee was sent a confirmation of registration notification. Automatic correspondence 
functionality includes an error handling workflow which automatically informs training and 
event administrators if errors occur in the automatic output of correspondence. The 
administrator receives a message in his or her workflow inbox and can correct the errors and 
output the corrected notifications manually. 


Correspondence includes the following: 


Documents for every activity in Training and Event Management that requires notification 
Output of correspondence 
Numerous templates for notifications:, for example: 
Confirmation of attendance 
Provisional confirmation of place 
Rejection 
Standard letter function 
Download into MS Word (RTF format) 
Output via all standard media (fax, Internet mail, and so on) 
Workflow for errors in automatic correspondence 


Correspondence history 


Integration 


Materials Management 
Sales and Personnel 
Distribution Development 


— 


1 Training and Event ; 
Cost Accounting Management Time Management 


Learning Solution Organizational 
Personnel Management 


Appoint t Calend 
PROVENCE Oe 


Figure 150: Integration with Other Application Components 
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Integration with other application components facilitates direct and efficient data exchange. 
This data can be further processed in Training and Event Management. 


Integration is possible with the following application components: 


Cost Accounting: 


Internal activity allocation of attendance fees and instructor costs, cost transfer posting 


for business event costs. 
Sales and Distribution: 


Billing of attendance fees, use of attendee types customer and contact person. 


Materials Management: 


Use of materials from the material master as resources for business events, generation 
of purchase requisitions, and material reservations. 


Personnel Development: 


Check for and transfer of qualifications and use of appraisal systems from Personnel 


Development. 
Time Management: 


Recording and checking of attendance (for internal event attendees and instructors). 


Organizational Management: 


Use of organizational units as attendees and organizers of business events. 


Personnel Administration: 


Use of people from the HR Master Data as attendees and instructors. 


Learning Solution: 
Classroom training can be booked online. 


Reporting 


Az 
SAP Easy Access 
BESA othermenu |... 
V 4 Training and Event Management 
o Attendance 
© Business Events 
-) Resources 
Q Attendance 
© Business Events 
v @ Resources 
@ Resource Equipment 
@ Resource Reservation 
@ Graphical Resource Reservation 
@ Available/Reserved Resources 
@ Resource Reservation Sfatistics 
@ Resources Not Yet Assighed per 


@ Ad Hoc Query 
@ SAP Query 
{2 Information Menu 


D Settings 


Figure 151: Information System in Training and Events 
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Training and Event Management 
has the following reporting 
options: 


Under Reports in the SAP Easy Access 
menu, you have direct access to all of the 
standard reporting options for attendance, 

business events, and resources. 


Under Reporting Tools you can call the 

Ad Hoc Query or the SAP Query directly. 

These two reporting tools let you define 
further reports. 


This entry takes you directly to the 
dynamic information menu 


® 


Unit 8: SAP Learning and Development 


Inthe SAP Easy Access screen, you can access the reporting options in Training and Event 
Management by navigating as follows: Human Resources — Training and Event 
Management — Information System. Various reports for attendances, business events, and 
resources are listed under Information Systems — Reports. 


Ad Hoc Query allows you to flexibly define reports, all on one screen, without programming. 
Ad Hoc Query is found under Information Systems — Reports. 


Reports for attendances, business events, and resources are listed under Information System 
— Dynamic Information. To generate a report, select the object you want to report on and the 
report is generated without the need to manually enter data in a selection screen. 


In many cases, you can also display and maintain additional data from the report's list screen. 


Standard Reports 


Information Edit Goto 


FA] T= 
Dynamic information menu 


à) (&) 9) A (8) 2) aa 


V Current plan 09/01/2000 - 08/31/2001 
>A Management Courses 
>) Commercial Courses 
>A Human Resources Courses 
bA Technical Courses 
Vv à Language Courses 
V D English for Beginners 
> @0e 03.09.2000 - 06.10. 2000 English for Beginners 
V ©0e 
8 N.N Controlling 
4N.N. Assets Accounting 
Robert Miller 
Angela Smith 
> ©0@ 13.11.2000 - 15.12. 2000 English for Beginners 
©0 08.01.2001 - 09.02. 2001 English for Beginners 
©0@ 12.02.2001 - 09.03. 2001 English for Beginners 


View 


Settings 


System Help 


Attendance... 
Business events... 
Resources... 
Display 
Knowledge Link 


©0@ 19.03.2001 - 20.03. 2001 English for Meetings 
> & Advanced English 
> & Business English 
> B Technical English 


Right click object or 
choose /nformation to 
select the reporting area. 


> Unassigned business event types 
| Figure 152: Standard Reports Dynamic Information Menu 


In Training and Event Management, there is a dynamic information menu from which you can 
run all standard reports for attendance, business events, and resources. 


The advantage of the dynamic information menu is that the system reads the data for the 
report automatically when you select an object with the cursor and you do not have to enter 
the data manually. For example, if you select a business event and start a report, the system 
automatically reads the business event data. 


Q 


Hint: 


You can switch between the information menu, the attendance menu, and the 
business event menu as required by choosing Goto. 
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You should now be able to: 


« Enroll an employee in a training event 
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Outlining Enterprise Learning Functionality 


LESSON OVERVIEW 
This lesson reviews the elements of blended learning using SAP's Enterprise Learning. 


Business Example 


As a Talent Specialist, you are responsible for the various learning options available to 
employees. For this reason you require the following knowledge: 


« A good understanding of the Learning Management System 


e Agood understanding of the integration of the Learning Solution 


LESSON OBJECTIVES 
After completing this lesson, you will be able to: 


e Evaluate the components of the enterprise blended learning solution 


Enterprise Learning 


Learning Management System 


The Learning Management System (LMS) offers a variety of learning options and functionality 
to plan, administer, and deliver training in different formats. The LMS also provides analytics 
to facilitate reporting on delivered trainings and participant performance. Forms of delivery 
include classroom and via the Internet / intranet and are supported by collaboration tools 
such as forums and virtual classrooms. 


Features of a Learning Management System include the following: 


Personalized Learning: 


Dynamic, personalized learning which is adaptable to individual needs and learning 
strategies. 


Integration: 


Integration with the ERP system avoids double maintenance of data. For example: 
Linking training requirements to job descriptions are dependent on a seamless 
integration between ERP and LMS. 


Compliance: 


Compliance with internationally recognized WBT standards ensures content from a wide 
range of content providers can be used and content from different platforms can be 
reused. The main content standards in e-learning are SCORM and AICC. 


Authoring Tools: 
Authoring tools for creating content and structures 


Content: 
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Reuse of created content 


Management of Learning Offerings 
Flexible, dynamic management of learning offerings 


Blended Learning 
Integration of all learning methods 


Tracking 
Tracking of learning progress 


Tests 
Placement and final tests 
SAP Enterprise Learning: Overview 
SAP offers three modules that fulfill the mentioned requirements to different degrees. 


SAP Enterprise Learning modules include the following: 
Training and Event Management (TEM): 
e Supports planning and administration of classroom courses. 


e Offers means to maintain a course catalog and administer participation in the 
different courses. 


e Provides an interface for employees to book themselves on courses via Employee 
Self-Service. 


e Reporting functionality. 


Learning Solution (LSO): The Learning Solution offers everything that Training and Event 
Management has, plus the following: 


e Multiple delivery methods such as classroom courses, web-based trainings and 
curricula are supported by the training management system. 


e Has a user-friendly web application for learners (Learning Portal) that serves them as 
a single-point-of-access to all their training activities. From here they can book 
courses, launch web-based trainings and more. 


e Allows for collaboration between learners using the basic collaboration functionality of 
the SAP NetWeaver Portal. Has an Instructor Portal from which course trainers can 
manage participation, perform necessary follow-up activities, and run relevant 
reports. 


e Offers tools to create (Authoring Environment) and share (Content Management 
System) dynamic learning content. 


e Reports on learners’ progress and performance in web-based trainings and online 
tests are part of the standard solution. 


Enterprise Learning: Enterprise Learning offers everything the Learning Solution has, plus 
the following: 


e built in integration to Virtual learning rooms powered by Adobe Connect which offers 
the ability to conduct online classroom sessions and meetings in which instructors 
and learners can participate. 
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Components of SAP Enterprise Learning 


Enterprise Learning 


Enterprise Services 


Virtual classroom 


powered by Learning Instructor Administrator 
AI Portal Portal Portal 


Training 
Management 
System 


Authoring 
Environment 


Content Management System 


| mu Figure 153: Components of SAP Enterprise Learning 


Enterprise Learning was designed following a role-based concept, and offers different 
functionality for specific target groups. 


Target groups of Enterprise Learning include the following: 


Learners: 


e Log on via a Web browser to their personalized learning portal from their PC at work 
or at home 


e Their learning portal contains details of the complete corporate education and training 
offerings such as: 


traditional classroom training 


e-learning courses (such as virtual classroom sessions or Web-based training or 
even externally hosted courses) 


e Personalized learning proposals are automatically generated based on various criteria 
such as: 


the current position or person 
the organizational unit 
current or future qualification gaps 
individual development plans. 
e Self-service applications enable learners to: 


enroll themselves in courses 
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prebook for classroom courses 
cancel bookings for all delivery methods 
start self-paced learning units directly 


e Iflearners want to learn offline, they can download the courses onto their PCs or 
laptops and synchronize their learning progress later. 


Course Authors and Instructional Designers: 
e Use tools and wizards in the authoring environment to: 
structure or import external course content 
create online tests with the test author tool. 


e External authoring tools can be launched directly via the authoring environment to 
create learning content that can be integrated into learning objects and combined to 
create complete courses (learning nets). 


e Attributes can be appended to content, which means that users can structure content 
more flexibly, depending on the learning strategy they prefer. 


e Toreuse content as much as possible, the authoring environment enables content 
authors and instructional designers to attribute metadata to the content. This 
enhances search results and enables authors to reuse data. 


Roles in SAP Enterprise Learning 


Assess skill gaps 


Link training offers to 
employee objectives 


Approve skills and 
certifications Managers 


Prepare for Course Profile 


Monitor attendance (en b progress 
Follow-up Course SAP Enterprise À History 
Learning \ Preferred 


Start virtual learning learnin 
Instructor g 
room ones strategy 


Manage courses and 
curricula 
= Schedule courses 


= Manage classrooms Course 
and materials Administrator 


= Import and export content 
= Structure learning content 


= Create tests and 
assessments Course Author 


Figure 154: Performers and Functions in SAP Enterprise Learning 


Roles in SAP Enterprise Learning include the following: 


Training Administrator: 


e Create course offerings (based on strategic needs and demand) 
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Manage participation, resources, and courses 


Perform reporting in SAP Learning Solution 


Supervisors or Managers: 


Monitor and steer the learning processes of their employees 


Can be notified when their employees request participation in or cancellation of 
courses and can approve or reject these requests 


Reporting functions in training management software enable managers to keep track 
of employees’ learning activities and the associated costs 


Receive extensive support for the planning, organization, and controlling of corporate 
education and training 


Instructors 


Have up-to-the-minute, reliable information about their course schedules 


The Instructor Portal, an instructor-specific user interface, offers functionality that 
gives instructors better handling of participation management and the follow-up 
process 


Wide range of reporting options available to keep track of participants, rooms, course 
locations, and so on 


Integration 


Integration with mySAP HCM 
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Figure 155: Integration of the Learning Solution 


SAP Learning Solution is part of the talent management suite in SAP ERP HCM and 
integration with other elements of the HCM module is standard. The qualifications catalog, for 


examp 


Examp 


le, can be used toits full extent. 


les of integration with the qualifications catalog are as follows: 


e Qualifications can be defined and checked as prerequisites for courses. 
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e Upon successful completion of a course or test, the corresponding qualifications can be 
updated to the employee's profile. 


e Expiration dates of qualifications or certificates are displayed within the learning portal for 
a defined period before they become effective. 


e Course options to renew the qualification or certificate are displayed. 
e General functions such as business workflow and reporting are available. 


e Courses that are part of the individual development plan of a learner, are automatically 
displayed as a personalized learning proposal in the learning portal. 


e Data from Organizational Management can be used to guide the personnel development 
process or to target trainings by assigning courses to entire organizational units. 


* Time Management integration supports the administrative process by checking the 
availability of the participant during the booking process and ensuring that course 
bookings result in a reservation of a time slot. 


Additional integration options include the following: 
Materials Management: 


e Classroom training requires materials such as training manuals, stationery, and so on. 
The materials required can be procured or ordered directly from Materials 
Management if the component is integrated. 


e To utilize this integration, you must implement the relevant Materials Management 
sub-component of the SAP ERP 6.0 Supply Chain Management solution. 


Cost Accounting: 


e While external participants are billed for course participation, training costs for 
internal employees are settled by means of internal activity allocation. During this 
process the employee's cost center is debited with the costs. 


e Participation fees may also be posted to internal orders. 


e Toutilize the integration, you must implement the relevant sub-component of the SAP 
ERP 6.0 Financials solution. 


SAP Appointment Calendar: 


e An employee's bookings can be automatically entered in the SAP Appointment 
Calendar. Course dates are entered and displayed as appointments. 


e The SAP Appointment Calendar can be synchronized with other calendars, such as 
Outlook. In this case, course dates are also entered in the employee’s Outlook 
calendar 


Sales and Distribution: 


e In addition to managing data about employees, data on external participants can also 
be managed. Customer data from Sales and Distribution is used for this purpose. 


e This data is used for billing purposes and to determine participants’ addresses. 


e To utilize this integration, you must implement the relevant sub-component of the 
SAP ERP 6.0 Customer Relationship Management solution. 
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SAP ERP 6.0 Business Intelligence: 
e Offers enhanced reporting capabilities 


The different Web interfaces seamlessly integrate with the SAP ERP 6.0 SAP Enterprise 
Portal. 


The Learning Portal 


The learning portal is the employee's personalized point of access to all learning-related 
functions. SAP Learning Solution provides a variety of portal design options enabling you to 
create the learning portal that best suits the needs of your employees and your organization. 


atalog 


Book / Pre-book Courses 


Omin 


Start Web-based Trainings 
View Training History 


Change Personal Settings 


Collaborate 


Figure 156: Functions of the Learning Portal 


The learning portal gives learners access to the following functions: 
Search for Courses: 


e The Find function enables users to find courses in the course catalog that have 
keywords in the course title or description. 


« The Extended Search function allows learners to search the attributes appended to 
courses, such as target group, prerequisites, qualifications imparted, or delivery 
method. 


Mandatory and Relevant Courses: 


e Courses which were set as mandatory for the learner are displayed in the Messages 
and Notes section. 


e Complete a profile match-up which compares the required qualifications of the 
learner's position with those the learner currently possesses. The system will display a 
list of the courses that impart missing or deficient qualifications. 


Obtain Training Information: 
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Each course has its own page where information such as course description, 
schedule, location, instructors, and so on, is displayed. Once a learner is booked ina 
course, other participants are also displayed. 


Book / Prebook Courses: 


Once the learner has viewed the required information on courses of interest, he or she 
can directly register for the course. A confirmation prompt is displayed before the 
booking is made. Upon confirmation, the learner is immediately booked for classroom 
training or can launch a Web-based course. 


Predefined workflow approval processes can route an enrollment request to a 
supervisor before the actual booking is made. 


If the scheduled course times & locations are not suitable, the learner she can create a 
prebooking for the course. When a new course of that type is scheduled in the future, 
the learner is informed about it in the Messages and Notes section in the Learning 
Portal. This message remains until the learner has booked the course or cancels the 
prebooking. 


Courses that a learner is booked in can also be canceled from the portal. 


Start Web-based Training: 


The learner can launch a web-based or online course as soon as it has been booked. 


The learner can also resume the course at any time from the current courses 
overview. When the learner resumes an interrupted course, the course opens at 
exactly the point at which it was interrupted. 


Information about learning progress is accessible to the learner at any time. 


View Training History: 


The learner account displays all of the learner’s training activities, including 
completed and canceled courses. Learning management software provides 
information about the learner’s overall course progress. This information is updated 
dynamically as the learner progresses through a course. 


Change Personal Settings: 


In Settings, learners can set items such as their Preferred Learning Strategy, Catalog 
View settings, or Search options. The learning strategy concept, which is based on 
personal learning patterns or style, recognizes that people learn in different ways. 
When the learner starts a self-paced course, the learning strategy specified 
determines how the learning material is structured and in what sequence it is 
presented. 


Collaborate: 


The training administrator can select and assign existing collaboration rooms to a 
course. Learners can use collaboration technologies like chats, team calendars, and 
forums, depending on the assigned collaboration room. 


Virtual classroom sessions can be started, using Adobe Connect technology to 
interact with other participants and the instructor via voice, chat and other engaging 
ways while sharing documents and more. 
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The Instructor Portal 


The Learning Solution offers instructors their own user interface which supports their 
activities before and after course delivery. The course work list offers a personalized view of 
the instructor’s own courses. Instructors can manage participation to their courses, and can 
also follow-up such courses later, confirming participation and assessing participants’ 
performance. Virtual learning rooms can be assigned to courses and accessed by the 
instructor via the Instructor Portal. 
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The Authoring Environment 


The authoring environment is an integral part of SAP Learning Solution. It has powerful tools 
for creating, structuring, and publishing course content and tests that facilitate and optimize 
the work of instructional designers, subject matter experts, and training administrators. 


The authoring environment contains the following tools: 
Instructional Design Editor: 


e Used by instructional designers and subject matter experts to create and structure 
learning content (learning nets and learning objects) 


Test Author: 

e Used by instructional designers and subject matter experts to create Web-based tests 
Repository Explorer: 

e Used by training administrators and instructional designers to manage content 


Instructional Design Editor 


The Instructional Design Editor integrates with corresponding tools and, when working with 
content, is the center piece of the Authoring Environment. 


Hint: 
Oo A valuable tool to create SAP E-Learning is SAP Workforce Performance Builder 


(WPB). 


Content conversion, import, and export functions enable easy integration of Shareable 
Content Object Reference Model (SCORM)-compliant courses from external providers. You 
can create and save your own templates for the various learning elements (learning objects, 
tests, and so on) that define structural and content-related specifications. 


LESSON SUMMARY 
You should now be able to: 


« Evaluate the components of the enterprise blended learning solution 
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LESSON OVERVIEW 
This lesson shows you how to create and assign general development plans. 


Business Example 


As the Personnel Development Specialist, you are responsible for the maintenance of general 
development plans and the creation of personal development plans for employees. For this 
reason, you require the following knowledge: 


e A good understanding of the development planning process 


e A good understanding of the development plan catalog 


LESSON OBJECTIVES 
After completing this lesson, you will be able to: 


e Create and assign employee development plans 


Development Plans 

Development plans play a central role in the personnel planning process. A development plan 
includes a sequence of development measures to be completed by employees. You can use 
development plans to map both generally applicable and individual development plans. A 
generally applicable plan can apply, for example, to all employees in a specific organizational 
unit. Individual development items are added for individual employees to personalize the 
general plan to the specific needs of the employee. You can then use these development 
plans to manage both short-term and long-term development (training) measures for 
employees. 


Examples of development measures could include the following: 

e Attend a specific business event 

e Practical working experience in a specific organizational unit 

e Working experience in a specific position for a minimum period of time 


Development measures can run in parallel to each other. 
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Development plans are used to map 
personnel development measures 


Trainee 
programs 


On-the-job 
training 
(learning by 


D Courses 
ie Training 
L Workshops 


mu Figure 159: Development Plans 


Development plans play a central role in the personnel planning process. 


Development plan can be used to map various development measures within your 
organization. 


Examples of development measures you can track are as follows: 
e Trainee Programs 

e Training courses, seminars, workshops 

e On-the-job training 

e Job Rotation 


If you use the Training and Event Management functionality, the system automatically 
records the details of the courses an employee attends to the individual development plan. 
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Types of Development Plans 


General development plans 
@ Group together training and further education measures 


@ Not specific to certain persons, can be used as templates 


J Individual development plans 


@ Used to plan personnel development for a specific employee 


@ Contains entire development history of the employee 


Figure 160: General and Individual Development Plans 


Types of development plans include the following: 


General Development Plan: 


A general development plan is a collection of training measures that impart specific 
qualifications for a specific purpose. 


You can use general development plans as generally applicable, non-person specific 
templates. These templates are used to create training and further education measures. 
You can copy a general development plan to the individual development plans of specific 
employees, and change them to suit the requirements of the individual. For example, you 
can create an entire trainee program as a general development plan and copy it to the 
individual development plans of the employees who are to participate in the trainee 
program. 


Individual Development Plan: 


You use an individual development plan to manage the training and development of a 
specific employee. The individual development plan is tailored to the needs of the 
employee by adding the necessary items or development plans. For example, you can 
include individual measures, entire training programs, or even a catalog of development 
measures for planning the career of a potential manager. 
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Development Plan Items 


Business event type 


Organizational unit Location 
y Pea 


| Appraisals j 


Figure 161: Possible Development Plan Items 


You can create and manage development plans in the development plan catalog. You can 
then use these general development plans as templates for creating individual development 
plans. Each development plan contains a sequence of development measures (items) and 
information on their duration, sequence, and so on. 


Examples of individual development measures (items): 
« Attendance of a training course 

+ Staffing of a position 

e Practical experience in a specific organizational unit 


+ Time spent abroad 
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Development Plan Catalog 


Trainee consultant Development plan 


Trainee sales executive 


Apprenticeship as purchaser 


Apprenticeship as IT specialist 


Figure 162: Development Plan Catalog 


You can use development plan groups to help structure the catalog. A development plan 
group is a collection of development plans that share the same characteristics. 


A development plan catalog can contain both development plan groups and development 
plans. 


A development plan catalog consists of the following objects: 
Development Plan Groups (object type BL): 
e are used to structure the content of the development plan catalog 
* can contain development plans, and also further development plan groups 
e descriptive texts can be entered 
Development Plan (Object type B): 
e contains a sequence of items such as: 
attendance of a business event (for example, a communications course) 
staffing of a position (for example, sales assistant) 
practical experience in an organizational unit (for example, the sales department) 
e descriptive texts can be entered 


A translation function is also available which means that you can use the development plan 
catalog in different languages. The development plan catalog is edited in customizing under 
Personnel Development or ina live system under Current Settings. 
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mu Figure 163: Structure of General Development Plans 


Development plans contain a sequence of development plan items. 


Note: 
» The user parameter setting HRPDV_DEVPLAN if set to A will return the ABAP List 
view and if set to G will return a graphical display. 


You can store the following information for each item: 
e Duration in years, months, days 
e Whether it is an optional or required item 


Within one step you can specify the number of required items, for example, that the employee 
must pass through at least one of three items. 


Hint: 
Oo If you include a business event type in a development plan, and a duration has 


been specified for this business event type in the Training and Event 
Management component, this duration is also used for the corresponding item in 
the development plan. 
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Individual Development Plans 


Individual development plan 


525.8 Use general development plans 
Select specific items and adapt them 


Items in individual development plan 


E English course Completed 01/03/2000 01/10/2000 
m Berlin sales office Completed 01/03/2000 04/30/2000 
E Sales assistant Current 05/01/2000 12/31/2000 
= Communic.course Planned 07/15/2000 07/17/2000 


Figure 164: Individual Development Plans 


You can use individual development plans as a means of planning and controlling the 
professional development of individual employees. 


You can use general development plans to supplement and complement individual plans to 
depict the current requirements of the employees. The individual development plan is a 
general development plan modified to suit the needs of an individual employee. 


You create an individual development plan for one person. This plan is then constantly 
updated. An individual development plan contains all planned, current, and completed items 
pertaining to a person. 


You can also add appraisal models as development plan items. 


In an individual development plan, every item and general development plan is assigned a 
validity period and a status (for example, Planned, Current, Completed). This status is used to 
regulate the progress of the measure in question. This means you can document an 
employee's personnel development history to date in an individual development plan. Note 
that a status is not assigned to the individual development plan itself (as a whole). 


If configured to do so, the system can write the items in a development plan to subprofiles as 
qualifications for the individual persons. 


Development plan history may be used to: 


e Obtain an overview of the development plans in which a person is currently 
participating/has participated 


e Delete development plans from the person's history 


e Tailor a development plan to a person's needs, and change the state of a development plan 
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Automatic State Management 


Certain development measures can trigger further processing 
steps (this depends on the state of the measures) 


A Individual develo 


ay 


aot Current ‘> 


Training X 


`~ 


tom: Current rx nsfer 


Position Y 


Figure 165: Automatic State Management (1) 


If you assign a specific state to a development plan or to an item in a development plan, you 
can trigger the system to perform certain further processing steps automatically. 


You can update the states (Planned, Current, and so on) of items in individual development 
plans manually. It is, however, possible to partially automate state management for items. 
You can specify that certain events should automatically trigger a change in the state of 
specific items. 


The standard system contains the following function modules for further processing: 


e Ifan item involves attending a business event, and its status is changed to Current, the 
person is booked into the business event in question. 


e Ifan item involves staffing a particular position, and its status is changed to Current, the 
person is transferred to the position in question. 


e Ifthe status Completed successfully is assigned to a development plan (within an 
individual development plan), the qualifications imparted by the development plan are 
written to the person's qualifications profile. 


e Ifthe status Current is assigned to an appraisal, the system goes directly to the 
functionality for holding the appraisal. 


Customizing settings control whether or not users have to confirm execution of a further 
processing module or whether the system should execute it entirely in the background. 


The events are not bound by the validity period (the duration defined for an item in an 
individual development plan). The system triggers events when a specific action occurs (for 
example, a person is transferred to a position). This changes the state of the item in question, 
even if the event occurs before the end of the validity period defined for the item. 


© Copyright. All rights reserved. 


a LESSON SUMMARY 


You should now be able to: 


e Create and assign employee development plans 
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Learning Assessment 


1. The dynamic menus in Training and Event Management allow you to branch directly from 
the objects in the business event hierarchy to the individual functions. 


Determine whether this statement is true or false. 
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1. The dynamic menus in Training and Event Management allow you to branch directly from 
the objects in the business event hierarchy to the individual functions. 


Determine whether this statement is true or false. 


True 
|] False 


Correct. Notice that the function selection of the right mouse button changes, or the 
functions in the menu change depending on the particular dynamic menu (for example, 
attendance menu or business event menu). 
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Creating Performance Review Documents 235 
Lesson 2 
Managing Employee Talent 255 


UNIT OBJECTIVES 
e Create a performance review 


e Plan the deployment of internal talent 
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Creating Performance Review Documents 


LESSON OVERVIEW 
This lesson shows you how to create a performance review document and manage internal 
talent. 


Business Example 


As the Performance Management Specialist, you are responsible for the set-up and 
maintenance of the performance review process for employees. For this reason, you require 
the following knowledge: 


e A good understanding of the performance management process 
e A good understanding of employee appraisals 


e Abasic understanding of talent management 


LESSON OBJECTIVES 
After completing this lesson, you will be able to: 


e Create a performance review 


Performance Management 


Coaching 


& 
Enabling 


Figure 166: Performance Management 


Performance Management is used to manage employee performance in a consistent manner. 
Compensation is based on the extent to which the employee fulfills the goals set. This method 
of management frequently leads to increased motivation and improved performance on the 
part of employees. 


SAP ERP 6.0 HCM Performance Management enables you to track your employees' 
operational objectives. Performance Management enables you to pass corporate goals and 
strategies down to the employee level. 


Performance management is a process that integrates the goals of your organization with 
measurable employee objectives, appraisals, feedback, and compensation administration. 


® 


Unit 9: Performance and Talent Management 


Components of performance management include the following: 

e Creation of Cascading goals and values throughout the organization 

e Continuous feedback process; planning, review, appraisal 

Performance management is integrated with the following SAP ERP components: 
e Between Balanced Scorecard and individual objectives 

e Development plan steps are monitored and updated 

e SAP Learning Solution: individual training courses are monitored and updated 


e Enterprise Compensation Management: appraisal results can be used for compensation 
adjustment proposals 


e Business Intelligence / Analytics 

e Qualification Catalog 

e Profiles: Job and position requirements linked to employee objectives 

Benefits of Performance Management include the following: 

e Improved overall enterprise performance 

¢ Improved individual employee performance 

e Standardized instruments for review process 

e Better communication at all hierarchy levels 

e Links between the enterprise goals and the planned performance of the employees 
Examples of the flexibility of Performance Management include the following: 

e Templates provide framework to guide participants through the performance cycle 
e Supports best practice performance management processes 

« Single screen configuration 

e Status and workflow management 

e Open architecture for customer enhancements including BAdIs 

e Enhanced Analytics 


By integrating with Strategic Enterprise Management (SEM) the departmental objectives 
taken from the company objectives can be displayed in the Balanced Scorecard and the 
relevant strategic objectives transferred directly to the employees objective setting. 
Corporate Goals and Values can be created through the Talent Management Specialist role 
and cascaded through the organizational structures to the templates. 


The integration with Personnel Development enables requirements profiles to be taken from 
the positions requirements. The qualification profile of the employee who has been appraised 
can be updated after the appraisal process is completed. The integration with Learning 
Solutions enables appraisal processes for business event and attendee appraisal. 
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Objective-based evaluation instead of ... 


Measures for 
improved objective 
attainment 


...performance-based evaluation: appraisal 


Figure 167: Changes in Performance Appraisal 


The appraisal process involves the following processes: 

e Manager and employee agree upon objectives 

e Company, department, division, and individual goals are taken into account 
e Manager and employee review achievement of objectives 

e Performance appraisal is closed 


Different appraisal templates are available to support different appraisal types such as, 
subappraisals, or 360° feedback appraisals. 


An appraisal process is represented in the appraisal catalog based on an appraisal category 
and an appraisal template created for this category. The appraisal form is used for creating 
appraisal documents. The layout of the appraisal template is dependent on the data in the 
form header. 


Functionality allows you to easily see the status of the appraisal. The action log details what 
has occurred with the appraisal. Links to integration points such as qualifications and 
Learning Solutions are available if they were included in the template. 


The Objective Setting area allows for the entry of free text. Objectives can be predefined in the 
template or can be added or deleted as you work through the process. Part appraisals allow 
column access to managers, employees, colleagues who are a part of the appraisal along with 
a final appraisal column. 


Results of the performance review process can be integrated as follows: 
e Incorporated in the compensation process by means of compensation adjustments 


e Integration with Personnel Development enables requirements profiles to be taken from 
positions or qualifications from the qualifications catalog. The qualification profiles of the 
employees who have been appraised can be updated after the appraisal processes have 
been completed. 
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e The integration with Learning Solutions proposes courses from the template to appear as 
mandatory courses in the Learning Portal. 


+ Depending on the template configuration to the integration with Enterprise Compensation 
Management, proposals for a compensation adjustment can be accepted as soon as the 
appraisal process has been completed. 


e By integrating with the SAP Business Warehouse (BW), it is possible for comprehensive 
and complex evaluations, for example, average calculations and comparisons of the 
appraisals. 


Planning Reviews 


Define Objectives Provide Feedback 


Appraisal 


Provide feedback on 
achievements regarding 
goals, skills, and 
competencies 


mu Figure 168: The Continuous Feedback Process 


Performance Management supports all the different phases of the continuous performance 
feedback process. 


During an annual objective setting meeting, a manager and an employee agree on goals and 
the results the employee is to achieve by an agreed date. The objectives can be quantitative 
(measurable) or qualitative and become a part of the employee's personnel file. 


The employee's performance is measured according to the agreed objectives and can be 
used as a basis for determining the amount of salary elements (for example, bonus). 
Employees are aware of expectations and how they will be assessed. Periodic reviews are 
completed during the year to ensure the set objectives are still valid and the employee is on 
track. If necessary, revised objectives can be agreed upon and adjusted. 


At the end of the cycle, the objective setting agreements are evaluated, and corresponding 
bonus payments or salary adjustments are made. Objectives are then defined for the next 
period. 
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D (A Example: Objective Setting 
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V B Performance Feedback 2002 
¥ Individual Goals | 
First Goal 
Second Goal 
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Continuous Learning 
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Qualifications 
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Appraisal Template Catalog 


Welcome to Appraisal Systems! 


You are currently in the Appraisal Template Catalog where you can 
maintain all your appraisal template. 


Im Katalog für Beurteilungsformulare kénnen die für das 
Unternehmen relevanten Formulare abgebildet werden. 


Machen Sie sich Gedanken, wie Sie Ihren Katalog strukturieren 
wollen. Sie haben die Möglichkeit verschiedene Kategorien 
anzulegen, in denen Sie Ihre Templates ablegen. Eine mögliche 
Strukturierung auf Kategorienebene ware z.B.: Zielvereinbarungen, 
Personalbeurteilungen und Arbeitszeugnisse. Diese Gliederung 
steht natürlich im direkten Zusammenhang mit den von Ihnen zu 
implementierenden Formularen. 


Sie sollten auf jeden Fall ein Formular in Papierformat vor sich 
liegen haben, so dass Sie dieses in ein Formular übertragen 
können. 


Main steps for creation: 


e You can use the Example Templates to have a quick start 

e Ifa template can not be released you can use the 
consistency check to detect the problem. 

e Before you can use a Template for Document Creation you 
have to release it 


A S re Oy aT nee E REPT 


& Figure 169: Current Solution Appraisal Template Catalog 


Administrators set up templates in the catalog based upon business process requirements. 


Note: 
» Transaction code PHAP_CATALOG_PA is used to set up appraisal templates in 


the catalog. 


Current Solution Terminology 
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Change ‘Objective Setting 20 
e# 2/2/88 


<| C Personnel Appraisals 
D CI Demo for 360° Feedback 
D (1 Event Appraisal Welgntni 


ò G lOb ective Setting - Objective Setting 2002 
¥ (Performance Feedback This is an example template for MBO. This document 


D [=] Performance Feedback DE becomes the basis ofthe performance appraisal meeting 
D A Performance Feedback NL between Jenifer Lawson and Mats O'Neil in 


January/February each year. The meeting also 
D E Performance Feedback UK T lat encompasses development needs, planning, and career 
D [a Performance Feedback US emplate aspirations. 
© (À Objective Setting 2002 


1 Strategic Objectives 


> Objectives j Satan 2 Objectives 
nter First Objective Here... riteria 2.1 | Enter First Objective Here... 
Enter Second Objective Hel Group 


Enter Third Objective Here.. 
© Skills and Competencie | 


ontinuous Learning 


Customer Focus 3 Skills and Competencies 


Individual Development Plan | PPT 


mm Figure 170: Current Solution Terminology 


Appraisal templates can be presented using a Business Server Pages (BSP) application or ina 
tab format using a flexible user interface or a predefined user interface. An appraisal template 
has a hierarchical structure. 


The hierarchy of appraisal templates include the following: 
e Category Group 

e Category 

e Template 

e Criteria Group 


¢ Criteria 
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Create document | 
E Prepare appraisals 
| In preparation | sk 
4 Maintain header data 
Plan objectives | 
: Record agreed 
| DELLE objectives and targets 


7 


Review / 
employee review 


Change appraisal regarding 
| In review | 
y business-related requirements 


Perform | 
| In process | 


7 


Complete | 
Completed | |] d Follow-up processes 


Figure 171: Status Handling 


Templates flow through several status changes. These statuses are the main statuses 
delivered by SAP. With a BAdl you can include your own substatuses to tailor the process to 
meet your business needs. 


Statuses include the following: 


In Preparation 
In preparation is the phase in which documents are created for employees. This can be 
done in an automated fashion or individually by the manager or employee. 
In Planning 
In planning is the phase in which the objectives are established and agreed upon. 
In Review 
In review is the phase in which the document is left open for change to objectives. 


In Process 
In process is the phase in which all part appraisers have access to the document to 
provide feedback. 

Completed 


Completed is the phase where the manager controls the closure of the document 
following final review and appraisal. Integration to other SAP components can occur as 
well as initiation of approval scenarios that have been established. 


Performance management provides additional statuses to track the approval status of 
documents. 


Additional statuses for performance management documents include the following: 
e Approved 
e Rejected 
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e Closed approved 
e Closed rejected 


Follow-up processes could be workflow-triggered, and be subject to an approval process 
where, for example, the employee (or another role), approves his or her own appraisal. In this 
scenario, qualification adjustments and the generation of compensation adjustments would 
be triggered after approval. 


Example of Appraisal Template Structure - Back-end System -1 


Header Data 

m= Attendee 

E Data 

= Employee Data 


Functions 
Status changes 
Log Function 
Display Scorecard 
Display Qualifications 
Print 


Objective Setting Subappraisal Final approval 
Enhanced tests and links E Manager / Employee E Manager 
User define texts = Colleagues = Value scales / notes 
Pre-defined objectives E Value Scales / Notes 
Weighting 
Enter / remove objectives 


Figure 172: Example of Appraisal Template Structure - Back-end System -1 


An appraisal process is represented in the appraisal catalog based on an appraisal category 
and an appraisal template created for this category. The appraisal template acts as a model in 
the application process for creating appraisal documents. The layout of the appraisal 
template is dependent on the data in the template header. The SAP system can therefore 
visualize the appraisal template if you have entered the necessary data. 
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Weighting 


360 Feedback 

This is an example template for MBO. This document becomes the 
basis of the performance appraisal meeting between Mr. Timmy 
Tabasco and Mr. Matthew Black in January/February each year. The 
meeting also encompasses development needs, planning, and career 


Part Appraisal €). Appraisal 


Mr. Timmy Tabasco 


Mr. Matthew Black 


aspirations. 

1 Self Evaluation 

1.1 Communication Skills 

1.2 Dept / Project Productivity 
1.3 Operational Improvement 

1.4 Process Management 

2 Manager Evaluation 

2.4 Communication Skills 

2.2 Dept / Project Productivity 
2.3 Operational Improvement 

2.4 Process Management 

2.5 Team Player 

2.6 Willingness to Learn 


3 Peer Evaluation 


. Explanatory text 
. Part appraisals 
. Add objectives 


. Individual weighting 


. Access rights 


(e.g. employee cannot change 
employee column) 


Final Appraisal 


E 


Le] Le] Le] Le] 
El 


BE | 
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“| Additionally, the following are possible: 


Free text 


Strategic goals from SAP SEM 


Cascading Corporate and team goals 


and values 


Requirements profile gap (from job) 
Additional columns (e.g. target) 


Figure 173: Example of Current Appraisal Object Through BSP Page 


Enhancements of Objective Setting & Appraisals through BSP pages (Business Server Pages) 
include the requirements profile of the job. 


You can add additional columns to meet your needs. Access authorizations control whom 
may access performance management and the activities which may be completed. For 
example, a manager may not change the employee column. 


Note: 


A link to the employee's development plans is available. This can be configured in 


the appraisal catalog. The link Display Individual Development, opens a dialog box 
that displays the employee's complete individual development plan with the 
status, begin and, end dates. 
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New PC4Y0U: Performance Planning 2003 
Review Execute | $ Display Qualifications Display Scorecard © Action Log 


Access Authorization may be 
set up for control purposes. 


Performance Manageme.. PC4Y0U: Performance Planning 2003 


ous ee For example, manager may not 
Manager Catherine Camino 


Enrica [Eric Lenman p change employee column 
Part Appraiser EJ 
Further Participants | > 
Validity Period [0170172011] to 12/31/2011) A 
Objective Setting Date (03/18/2011 
Review Date 03/18/2011 
Body Data 
Number... Element Name Ad... De... Ob... Weighting Final Appraisal Final Appraisal (V... Fin... 
PC4YOU: Performance Plan.. 
Strategic Objectives 
Revenue Targets (D) 
Enter First Objective He.. a2) 
Enter Second Objective H [a |e) 


Enter Third Objective He.. a rA 


Skills and Competencies 


Innovative attitude 


Entrepreneurial mind-set 


Willingness to take risks 

Openness to new ideas 

Individual Development P.. 2) 
qib 


Some of the functions included in objective setting include the following: 
e Enter custom texts 

+ Subappraisals 

¢ Add any number of objectives 

e Individual weighting 

e Objective definition 

+ Strategic objectives from SAP Strategic Enterprise Management 

e Display qualification profile 

e Create attachments 

e Delete Objectives 


Cascading Goals Through the Organizational Hierarchies 
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Select the required organizational unit(s) and click 
Cascade Goals 


Seis 


| History, Back Forward 


> AGS COE Solution support FI Team 


[m] 
M 
[m] 
o 
o 
[m] 
o 
o 
[m] 
D 
D 
o 
[m] 
o 
o 


= View 3 levels of hierarchy 
= Cascade all levels of hierarchy 
= Select/deselect subordinate organizations 


~ Figure 175: Cascading Goals Through the Organizational Hierarchies 


The cascading goals functionality is a Web application. You can determine whether you want 
to have functionality to cascade corporate goals, core values and, team goals or only a subset 
of these goals. 


With the Predefined Performance Management Process User Interface, you select whether 
cascading goals should appear in the document. No further action is required as the template 
is preconfigured. It is simply a checkmark in configuration to determine if they should or 
should not be a part of the templates. 


With the Flexible Performance Management User Interface, you can specify in the appraisal 
template if and where the goals should appear and what additional goal attributes should 
appear. The goal title, KPI/Measurement is fixed. 


Cascading Goals: Talent Management Specialist Adding a New Goal 
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Click on Corporate Goals > Add Goal > New Goal > details for 
new goal can be maintained. 
SST ee |” 
! i A Taleni nent Specialist 


| History, Back Forward 


Valid From (01.01.2008 Valid To: (31122008 


‘Successful implementation and corporate adoption of change management initiative. 


Click New Goal to add new {tery anans 
corporate goals. 


nu Figure 176: Cascading Goals: Talent Management Specialist Adding a New Goal 


Cascading goals allows the Talent Management Specialist (TMS) to create strategic 
objectives and decide which ones are cascaded. This can be done singularly for each 
document or for several documents. A service is delivered for the TMS role to develop 
corporate goals and cascade them and for a similar process for team views that managers 
can establish for their hierarchy. A delivered strategy is available for the overall company, as 
well as for team by team goals. 


You can maintain and cascade corporate goals and core values to selected organizational 
units. Once a goal or value is cascaded, it is available in the corresponding employees' 
performance management documents. Cascading goals is optional. 


Example of Appraisal Document through Flexible User Interface 
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Appraisal Document for Mr. Matthew Black 


Save || Attachments || Print | [ Display Qualifications | | Display Individual Development Plan 


_How would you like to continue? Administrative Data 
Continue 
Annual Performance Appraisal | Corporate Goals | Core Values | Team Goals 7 Individual Objectives | Competency Evaluation | 

Save and Exit Document EE RER 3 — -na el 


Start Interim Review 4 Individual Objectives | Add 
Start Year End Appraisal Plan the individual objectives for this year. Provide a short title and description of the objective. 


Complete Planning 4.1 Goal [Enter First Objective Here Delete 
Note Objective Setting 


4.2 Goal [Enter Second Objective Here 
Note Objective Setting 


4.3 Goal Enter Third Objective Here 
Note Objective Setting 


Figure 177: Example of Appraisal Document through Flexible User Interface 


The Flexible User Interface relies on the configuration from PHAP_CATALOG_PA and utilizes 
a Tab and Process flow, which you can configure. All of the BAdIs from the 
PHAP_CATALOG_PA configuration are available for the Flexible User Interface. 


Improvements were added to the Predefined User Interface. These changes include the ability 
to hide or show the review phase. Easier configuration of year-to-year template changes, the 
ability to have role based text and to have the ability to have multiple processes available via a 
BAdI. 


Manager Access Predefined User Interface 


The timeline at the top of the screen indicates that you are viewing the Predefined User 
Interface. The Predefined User Interface offers simple configuration and a delivered process 
flow and tabs. The details regarding the process phase task are displayed in the content box. 


Enhancement package 5 changes to predefined user interface templates include the 
following: 


Template Configuration Enhancements 
e Hide or show review phase 
e Hide or show meeting scheduling step in the planning and review phases 
e Allow separate selection of corporate goals, core values, and/or team goals 


Process Configuration Enhancements 
Reaction on template wizard changes 


Allow role-based texts 
Make texts for the process available in additional languages 


Make multiple processes available (BAd| HRHAPOO_PMP_PROCESS) 


Manager Access via Manager Self Service 
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BO Ne SADe 


Detailed Navigation T History, Sock For 
= Work Overview 

= Recruiting inReview (1); InProcess(25) | Completed (0);  Approved(0) | Closed Approved (0) || 

z — tis eS É said - A fi LA - 


oe atus Display Delete Creste Multiple. Undo Offline Lock 
Appraisal Document Name Period To 
Annual Appraisal 01.01.2008 31.12.2008 
YHM TESTING (7) 01012008 | 31.12.2008 
Example: Objective Setting (6 01012008 31.12.2008 
Performance Manageme hr 01.01.2008 | 31.12.2008 
DH. Header ALL 
Annual Appraisal 
Annual Appraisal 2 

Overall Appraisal YHM TESTING (7) 

Overall Appraisal | Jake Murphy Performance M: 


Planning 
= Organization 


Overall Appraisal | Henry Green Performance M: 


Click to open appraisal 


document 


Access: Talent 
Management > Performance Current appraisal document 
Management status and substatus is shown 


Figure 178: Manager Access via Manager Self Service 


Inthe default role delivery, services for the configuration of flexible performance manager 
access and team goals are not displayed. They are part of the hidden role delivery. 


In the default role delivery, the Predefined Performance Management Process User Interface 
service is displayed. 


If the configuration for Flexible Performance Management manager access is desired, this 
can be realized via Portal Content Administration. 


‘Status Overview (33) In Preparation (0) In Planning (7) In Review (1) In Process (25) Completed (0) Approved (0) Closed Approved (0) Rejected (0) Closed Rejected (0) 


‘Show Quick Criteria Maintenance 


View Status vi Exports Create Create Multiple 


E Appraisal Status a Substatus Appraisee Name Appraisal Document Name Offline Into App Document Type 
In Planning 


Appraisal Document 
Create Multiple 


All 
All 


(01.01.2008 Valdto: [31.12.2008 
C] Skip Administrative Data: 


31122006  Dowr 


6 31.12.2008 
Overall Appraisal | bead 20) 3 


E Employees 


In Process Overall Appraisal 


Overall Appraisal | = 


Click Create Multiple 


mu Figure 179: Manager Access Create Multiple Documents via Manager Self Service Flexible User Interface 
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Most pushbuttons from previous releases have been changed to radio button. Some 
functionality is enabled by mouse over or hovering over a word which enables functionality. 


The manager can choose to create an individual document for an employee or use the create 
multiple selection to create documents for his/her team. 


x IS 
x l I 
“CTI NSS =... 
ch | Advanced Search 
e| Manager Self-Service f (es) CLEN ti | Delegated User Administration | 


"Unplanned Appraisal Documents 


[roruirwontes | Option 2 Pie Chart displays the status 


of performance management 
documents 


Figure 180: Manager Access Predefined User Interface via Manager Self Service 


The default Business Package for Manager Self Service (SAP ERP) 1.41 role delivery, the 
Predefined Performance Management Process user Interface Service and Pie Chart iView are 
displayed. 


This functionality is available using the SAP NetWeaver Business Client Manager role as well. 


If the configuration of Flexible Performance Management is desired this can be done via 
Portal Content Administration. 


Access the predefined employee performance management documents by choosing: 
Manager Self-Service > Talent Management > Performance Management. 


Manager Access Predefined User Interface 
Managers can access additional information on the predefined user interface. 
Additional information is available on the following tabs: 
Tasks 
Displays current and overdue tasks 


Employee Documents 


Displays a table overview of all employee performance management documents 
including their progress. Historical documents can be displayed. 


Team Goals 
Managers can create and cascade team goals. 


Team Calibration 
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In the appraisal phase, managers can calibrate employees based on their overall 
appraisal results. 


The phase date is indicated at top of the screen and if you mouse over the bar the date is 
displayed. The blue line shows where you are in the process. The guidance box displays all 
information that was configured and guides you through the process. 


Person is 


Person is appraiser 
appraisee 


Objective Setting & Objective Setting & | Objective Setting & 


Appraisals (Open) Appraisals (Received) Appraisals (Created) 


| Final result | Rating text | Note | Status | Created on | Start 


Figure 181: Subprofiles for Appraisals 


Documents created via Manager Self-Service are also stored in the personnel development 
profile. You can display the appraisals in which a person has been involved (either in the role 


of appraiser or appraisee) from that person's profile. 


You can also use these subprofiles to create and edit appraisals. 
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The employee/appraisee can access his/her appraisal document and/or 
part appraisal document via 
Employee Self-Service > Career and Job > Appraisal Documents 


Advanced Search 


Employee Self-Service 


2w | Emple | fe al 


Career and Job | History, Back Forward 


Career and Job = 


Skills Information 
æ gnter a customer-specific description for this area. 


Skills Profile end you create the description as an HTML file and 
View the skills catalog and create or change your own skills profile. P system as a resource. For more information, 


Skills Profile and§Profile Matchup see the Implementation Guide (IMG) for your SAP R/3 System under 
View the skills cqtalog, create or change your own skills profile and do a profile Cross-Apgication Components -> Homepage Framework.) 
matchup of yourBkills against assigned positions’ requirements 

Jobs © 

Search for Jobs 


Talent Profile i 0 H 
D Access the appraisee‘s appraisal 


Pease CE talent management relavant data, eg. work expierences, career document and/or part appraisal 
goals, mobility. Š r x 
document via Appraisal Documents link 


Appraisal Documents 
Appraisal Documents 
View or update existing performance management documents 


The figure displays an employee access screen. Notice in our configuration we have two 
appraisal document links - customers typically only see one. We show both here to 
demonstrate the different options. It is possible to use both. 


Calibration 


Current Task Due Date 30.12.2008 
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The Calibration support displayed in the figure is using the Predefined User Interface. The 
calibration process is focused on a fair evaluation of the employees in direct comparison to 
peers. This process usually starts with compiling a list of persons to be compared based on 
the final appraisal (or an overall preliminary assessment) entered by the manager. This is the 
indicator the calibration is based on. 


Once all documents are completed and assessments entered, you activate the team 
calibration tab for Predefined User Interface. It shows up once the overall appraisal has been 
assigned. It does not have to be complete. 


With this list, different managers and a responsible person from HCM hold a meeting to 
discuss the results and distribution, as well as necessary changes that have to be made to the 
final results. 


The distribution of the final appraisal results among the chosen employees can be visualized 
in a chart. The meeting partners can select a specific person, navigate to the appraisal 
template, maintain the result, and return to the updated graphical overview. 


Click the arrow to display appraisal information 


Click Appraisal, employee's appraisal 
document is displayed. 


Due Date 30.12.2008 


Refresh | 


[E] You can move your employees to different positions. When you choose 'Save', the overall apg 


0%| Low | 30% | Very High 


David Johnson 


Thomas Wiliams 
i 
Ja 
E 


Legend: [C] Goal Distribution A, Icon Color: Overall Appraisal Before Calibration 


-Figure 184: Manager Self Service Team Calibration 2 


Average rating is yellow. You can move from box to box and if you click an item, you can 
navigate to the document to change the overall rating. If you drag and choose save, the rating 
change is made in the employee document. 
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Performance Management: Create a New Appraisal Document 


Secretary 
Prepare Document(s) HR Specialist 


Fill Document Header 


Line Manager 


Enter Objectives SE i 
and Targets Employees H 


Line Manager 


According to Business 

Requirements Employees “ \ 
Line Manager 

Enter Part and Final t F 

Appraisals ap 


Employees 
Complete 


—- Follow-Up Processes 


The manager Catherine Camino (Personnel Number 500991##) prepares an appraisal 
document for her employee Eric Lehman (Personnel Number 500992##) using the 
transaction APPCREATE, using the appraisal template PC4YOU or another template given by 
the instructor for the current year. 


Change Document | 
N 


Perform 


1. Create the appraisal document. 


a) In the SAP Menu, choose Human Resources — Personnel 
Management — Appraisal — Create >. 


b) Select the appraisal template PC4YOU. 


c) Enter the following: 


Catherine Camino (500991##) 


Eric Lehman (500992##) 


2. Catherine, the manager, has had an objective-setting meeting with employee and they 
have agreed on the objectives to enter. Catherine starts the process by entering the 
objectives and weightings in the document. 


a) Press the Display Qualifications button to take the manager to the employees 
qualification profile. 


3. The manager can add qualifications to the employees objective setting agreement. The 
manager takes the relevant qualifications directly from the qualification catalog in the 
HCM system. 


4. The manager saves the document for today or she can review the document immediately. 
a) Therefore, the manager sets the status for the document to /n Review. 
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5. We follow through on the entire process including setting the document in process and in 
completion as the last step in the appraisal process. 


6. The manager and employee meet again, and they talk about the employee's achievements 
during the year. They then enter the final appraisal and complete the document. 


Hint: 
You can display the appraisals in which a person has been involved (either in 


the role of appraiser or appraisee) from that person's profile by using the 
transaction PPPD. 


7. The Objective Setting and Appraisals (received) subprofile contains appraisals where the 
person was appraised. The Objective Setting and Appraisals (created) subprofile contains 
the appraisals where the person acted in the role of appraiser. 


Hint: 


You can also use these subprofiles to create and edit appraisals. 


LESSON SUMMARY 
You should now be able to: 


+ Create a performance review 
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Managing Employee Talent 


LESSON OVERVIEW 
This lesson introduces the talent management process, talent profiles, and talent review 
meetings. 


Business Example 


Asa Talent Management Specialist, you are responsible managing the talent within your 
organization. You are responsible for the maintenance of talent profiles and talent 
assessment. You require the following knowledge: 


e Anunderstanding of talent management processes 
e How to set up talent profiles 


e How to setup talent review meetings 


LESSON OBJECTIVES 


After completing this lesson, you will be able to: 


e Plan the deployment of internal talent 


Talent Management 


Talent translates 
into performance B Global view of available talent 


Analyze m Managing succession in key 


and Plan we 
positions 
Pay for Attract and 


Performance aani taaa Bid, Acquire = Personalized training offering 


Identify and . Educate and 
Grow Develop 


Identify the few 
and engage them all 


Figure 186: Enabling End-to-End Talent Management 


Talent Management includes succession planning, performance appraisals, learning 
solutions, E-Recruiting, and compensation management. Talent Management is based on the 
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same master data you use for other Human Capital Management processes which reduces 
integration costs and provides insight into your talent management processes. 


Processes and Roles 


Several roles are involved in the talent management process which includes managing talent 
globally, succession planning, and personalized training. 


Talent Management processes are executed by the following roles: 


CS 


Employee Employees manage their own talent profile and provide information 
relevant for succession and talent development,such as the following: 


Work Experience 
Education 
Accomplishments 
Career Goals 
Mobility 
Managers Managers complete the following activities: 
Nominate talents for a Talent Group (such as high potentials) 


Assess talents against specific criteria (such as potential, 
competencies, and risks) 


Participate in talent review meetings to discuss talents 
Nominate successors 
Support employees in their individual development 


Complete appraisal documents for their employees during the 
performance management cycle 


Talent The Talent Management Specialist is responsible for the following 
Management activities: 
Specialist 


Review information on employees identified as talents 
Plan, prepare, and conduct talent review meetings 


Group talents by common criteria (such as talent groups - for example 
high potential, top talent, etc.) 


Define key positions 


Define successor pools (based on job families on a higher level of 
consolidation than jobs 


Cascade corporate goals and core values 


Prepare assessment documents 
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Talent Profiles 


Talent profiles can be updated by the employee, manager, and the talent management 
specialist. Detailed information is updated on various infotypes. 


A talent profile can contain the following information: 


Internal Work Experience: 
Recently performed activities are retrieved from the employees Organizational 
Assignment infotype OOO1 as a summarized display. The information is stored in the 
Internal Work Experience infotype 7402. Information on internal projects is also included 
on this infotype. 

External Work Experience: 


Configurable drop-down lists are used to maintain external work experience which is 
stored on the External Work Experience infotype 7403. The drop down list includes the 
following selections: 


e Industry 

e Functional Area 
e Hierarchy Level 
e Contract Type 


Education: 
This information is stored in infotype 7404. Note: this information is neither retrieved nor 
integrated with the education infotype in Personnel Administration. 

Accomplishments: 
Employees provide details of their significant accomplishments outside of their 
organizations. This information is stored on the Accomplishments infotype 7405. 

Career Goals: 


When adding career goals, employees can access the job architecture and select the 
relevant functional area, job family, and the job they are interested in. Note: This list of 
functional areas are retrieved from the job architecture and this is an important 
difference to functional areas used for maintaining external work experience. Infotype 
7407 Career Goals stores this data. 


Mobility: 
Mobility selections are included in a drop-down list, which is configurable, and stored on 
infotype 7406 Mobility. The following selections are available: 


e Country Group 
e Country 
e Areas of Country 


e Region 
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Talent Assessment: Fiona Astor 


¢ Name Fiona Astor Age 48 Organizational Unit Job 
Person ID 51099200 Date of Birth 0102 1960 Manager Charlotte Hansen Position 
22 


[Complete Assessment] [Save] {Ciose 


Thought Leadership 


~ Analysis outstanding 


Description 


Effectively examine events, issues, and problems, and determine implications. 

Note Expand 
Fiona is highly effective in analysing complex situations, like at the start of the CYPRUS 

project, where she was responsible for the initial project scoping analysis 


Probes 
sufficiently 
into issues 
and problems 
to understand 
some of their 
underlying 
causes 
Focuses on 
important 
information 
without 
getting 
bogged down 
in 
unnecessary 
detail 
Analyzes. 
incorporates 
and applies 
new 
information 
and 
concepts. 


mu Figure 187: Talent Assessment 


Indicators Not develo...  Underdevel.. Competent Very Strong Outstanding 


The manager can rate the talent based on criteria set up on the assessment form. A 


description of the criterion is accessible by clicking the triangle in front of the indicator. You 
can configure the form to allow notes to be included. 


The following categories are available: 
Potential: 


Potential is the appraisal of an employee on how this person could prove himself/herself 
on the next management level. Potential criteria are used by managers to nominate top 
talents and high potentials for evaluation and to be discussed in Talent Review Meetings. 
Information is stored in the new SAP Infotype IT7408 — Potential. 

Risks: 


Possible risk indicators are: Change Need, Impact of Loss and Retention Risk 
Competencies: 


Competencies in general are selected sets of qualifications that have special weight for 
talent management processes. Examples are leadership competencies or languages. 
When configuring the Competencies form, it is possible to pick and choose the 
competencies from the Qualification catalog. 


Derailers: 


To what extent does the employee demonstrate any of the following barriers that 


commonly lead to derailment of leadership potential? Example: Insensitivity to others 
when under stress. 


Talent Group: 


The manager can nominate a talent for a Talent Group and those Talent Groups are 
maintained by the Talent Management Specialist. 
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Note: 
Talent Groups in Talent Management and Talent Development are used to classify 


employees for talent management core processes. They are not identical to the 
Talent Groups in SAP E-Recruiting, which are used to categorize internal and 
external candidates. 


The manager can save the assessment and return to it again at a later time. Once the 
assessment is set to completed, it is no longer possible to make changes to it. The status of 
the form changes from in process to completed. 


Job Architecture for Talent Management 


Head of Line of Business Talent Management Specialist 


* Improvements 


Objects Visualization by Nakisa 
Functional Area (new) comprises Job Families pe 


Hierarchy 


Job Family (amended) comprises Jobs or Positions 
7 AS - Development 
50032238 


ve 


Job comprises Positions 


s evelopment 
Position L 50000082 
3 
Assignment of competencies to any object fesa 
A 


Inheritance logic for fast and simple mm 
maintenance = 50033931 


a # 
m Inheritance of competencies from parent to all L —— oe 


children objects & 00005653 = 


AS Sales Il 
Inheritance of key indicator from Job to Positions kg 


3 


Inheritance of career level from Job to Positions [ES 


Figure 188: Competency Management Process and Design 


The job architecture consists of the job catalog with functional areas, job families, jobs, and 
positions, and forms the basis for succession planning. To use Talent Management, you must 
be using Organizational Management and must have configured it accordingly. 


The TMS can edit hierarchical relationships between objects and represent them as a tree 
structure. Inheritance is controlled by the corresponding switch in table T77SO which must be 
activated. This switch is not Talent Management specific. 


The Talent Management Specialists (TMS) can edit the following objects: 


Functional area Comprises job families (relationship 450) 


Job family Comprises job(s) (relationship 450) 
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Job (object type C) Job Comprises position(s) (relationship 007) 


TMS can assign competencies (qualifications, object type Q) to the functional areas, job 
families, jobs, and positions. The competencies are passed on to the entire substructure 
along the job architecture. This means that you can store key competencies in the system 
once and thus automatically assign them to the entire lower-level structure. 


Talent Groups 


TMS use the Talent Groups Web Dynpro application to create and edit talent groups and can 
enter a title and description for the talent group as well as a standard length of assignment. 
The data for a talent group is saved on the infotype 7420 Talent Groups. 


If anomination for a talent assignment is approved, this length of assignment is displayed as a 
default value for the length of talent assignment and can be overwritten as required. For 
example, for a talent group that represents a program, the length of the assignment 
corresponds to the length of the program. 


Support Team 


Members of the support team of a talent group can edit and assign talents to the talent group. 
Attachments, such as a description of the talent group or program, can be uploaded. 


Functions available to the TMS include the following: 


e Displaying all talents for which there is a nomination for this talent group or whose 
assignment was approved or rejected. 


+ TMS can nominate additional employees for the talent group or directly assign them to the 
talent group as approved. 


« TMS can state who approved the assignment or rejection. 
+ TMS can enter notes 


e TMS can choose Export to download an Excel list with the talent data of a talent group, for 
example, to conduct a talent review meeting. 
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Talent Review Meeting Infotypes 


Talent Management Specialist Manager Management Team Talent Management Specialist 


B Administrative support for the TMS on setting-up and preparation, as well as monitoring 
of the Talent Review Meeting 


® Handout for the participants to provide full documentation on preparation 


® Interactive Grid leveraging Adobe Flash Island technology 


Figure 189: Talent Review Meeting Process and User Experience 


The talent review meeting is set up by the TMS and infotype records maintain the details. 


Infptypes which maintain the details of the talent review meeting are as follows: 
e Talent review Meeting Basic Data: infotype 7431 

e Assigned Objects: infotype 7432 

e Participants: infotype 7433 

e Agenda Topics: infotype 7434 

e Documents: infotype 7435 

e Dates: infotype 7436 

e Persons Responsible: infotype 7437 

e Potential: infotype 7408 


e Performance: infotype 7409 
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Talent Review Meeting Setup 


Task of Talent Management Specialist 


e Wide range of customizable data specifying the Talent Review 
Meeting: 


Title of the Talent Review Meeting 
Select Organizational Unit(s) for this Talent Review Meeting 
Category, 


Management level — Important for Cascaded Talent Review Meetings and their 
Potential & Performance rankings hierarchy 


Scheduling of the meeting and language 
Set-up the timelines for preparation 


Define specific support team l 
Rising Stars - Talent Roundtable 2009 


(Smee) (Gus) | [Creaie Handout) | [Preview Presentation 


® Select participants from the ame 
organizational structure ETES 


Talent Roundtable 2009 


® Create handouts for 
preparation purposes 


© Set the status of the meeting 


al al el alelalelalalall 


‘Support Team 
Robby Naish [< Select > 


Figure 190: Setting up a Talent Review Meeting 


The talent review meeting can contain information on the following: 


Category: 
Global Talent Review Meeting or Local Talent Review Meeting 

Level: 
TMS specifies the hierarchy level for the review meeting. If the same talent is discussed in 
more than one talent review meeting (cascaded talent review meetings), the 
performance and potential assessments made in the talent review meeting at the highest 
hierarchy level are decisive. Information is stored on infotypes 7408 Potential and 7409 
Performance. 

Support Team: 
The TMS creating the talent review meeting is assigned as the processor. Additional 


talent review specialists can be assigned various roles. All support team members can 
have the same authorizations for planning, preparing, and conducting the meeting. 


Handout: 


The TMS can select the information to be included in the handout (short or long profile of 
talent, agenda topics, etc.). 


Status: 


The TMS can maintain the status of meetings and can withdraw planned meetings as 
required. The status of a meeting can also be reset. A talent review meeting with a status 
of completed can not be changed but the status can be updated. 
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Talent Meeting 


An overview of all talents nominated to participate in a talent review meeting is displayed in 
the talent monitor which is defined in customizing. 


Interactive Grid 
© Potential x performance grid 
© Adobe Flash Island for interactive and intuitive user experience 


© Drag-and-drop for fast changes in performance and/or potential 
(subject to customizing) 


© Different views — Grid, Business Card, List 


Features 


® Three aggregation levels of talent information 
™ Mouse-over business card 
E Short profile 


| Talents Roundtable 2008 
ESC) | (Approve.)[Aad Teen) | (Show Agenda] [@]|4 Nomnatons tor Top Talents 


E Long profile 


Easy and flexible ways to & == | 
approve talents i 


® Ability to take notes online p: 
Enhanced filter options = 


Compare several talents 
side by side 


Figure 191: Conducting a Talent Meeting 


During the talent review meeting, the participants can see the talent data for all nominated 
talent to discuss, compare, and calibrate the talents in the grid. Talents can be displayed in a 
grid view, business-card view, or list view. 


This function provides you with an overview of all talents nominated for a talent review 
meeting and their managers. The display of the talents in the talent monitor is based on 
search configurations that you define in Customizing. 


Integration 


Integrating Performance Management and Talent Management is a business decision. 
Performance rankings are stored in the performance management document plus the 
Performance infotype7409. 


The performance ranking is used in the performance management process as well as the 
talent management process. The performance document is the only document the employee 
agrees upon with his/her manager and it serves as the legally binding document, which 
cannot be changed once the employee and manager agree. Your business process 
determines how you will configure your system. 


Configuration options include the following: 


e Ranking from the performance document is the only valid one and cannot be changed, and 
there is no other performance ranking. In this case infotype 7409 contains the same 
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content, and in the talent calibration no moves can be done in the grid changing the 
performance. 


¢ The ranking from performance document remains the valid one and cannot be changed in 
this document, but the content on the performance infotype 7409 may differ, as the talent 
calibration may come to a different result. If managers in Talent Review Meetings, (for 
example, the Executive Board), review the performance and agree to amend the 
performance ranking, it is possible to configure the system accordingly. If there is a follow- 
up discussion with the employee, or whether this information remains solely Management 
information is defined by your business process. 


Succession Planning 


Head of Line Manager Management Team Talent Management 
of Business e 


2 He 


* Improvements 


Barna «sun 


Of] 
M Em BOMEE RE 


BBR APR QUE gC senses maracas) 
ie Jenom [sesuo Named 
ONAWA Unites 


eee) 
00013185 Fiena Astor 00 Nominated & Immediately D C è 


& Figure 192: Succession Planning Process and User Experience 


Key positions can be flagged in Succession Planning or in Job Architecture and succession 
plans can be created for positions, and successor pools for job families. 


A succession plan can include the following content: 
Key Position Flag: 
e Stored in new infotype 7400 - Key Indication 
e Succession relationship between Position (S) and Employee (CP) 
e Indicator for position (S) can be inherited from job (C) 
Relationship - Successor For: 
e A740 - is successor for 
e Readiness 


e Rank 
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Potential for Job Family: 
« A744 - Has potential for 
e Readiness 
e Rank 
BAdI: 
e Successors bench strength - HRTMC_SUCCESSOR_BENCH_STR 
e Setting and re-setting of key indicators - RPTMC_SET_KEY_INDICATION 


With succession planning you can mitigate business risks associated with talent decisions. 
Examples of business risks you can mitigate include the following: 
Vacancy Risk: 
Risk of key positions being vacant, hence a risk of lost business 
Readiness Risk: 
Key positions staffed with underdeveloped successors 
Transition Risk: 


Key positions staffed with the right successor at the wrong time, hence a risk of poor 
assimilation into the organization. 


LESSON SUMMARY 
You should now be able to: 


e Plan the deployment of internal talent 
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Learning Assessment 


1. The Performance Management supports all phases of a continuous performance 
feedback process. 


Determine whether this statement is true or false. 
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Learning Assessment - Answers 


1. The Performance Management supports all phases of a continuous performance 
feedback process. 


Determine whether this statement is true or false. 


True 
|] False 


Correct. It supports planning (that is the formulation of objectives), the employee review 
(feedback), and the appraisal. 
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Lesson 1 


Analyzing Self-Services 271 


UNIT OBJECTIVES 
e List the advantages of self-services 
e Viewa team calendar as a manager 


e Update dependent information using SAP NWBC 
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Analyzing Self-Services 


LESSON OVERVIEW 
This lesson shows you how to use manager and employee self-services. For this reason, you 
require the following knowledge: 


e A good understanding of self-services 


¢ A good understanding of HCM self-services 


LESSON OBJECTIVES 
After completing this lesson, you will be able to: 


e List the advantages of self-services 
e View a team calendar as a manager 


e Update dependent information using SAP NWBC 


The SAP Enterprise Portal 

The SAP Enterprise Portal offers a central point of access for all applications, business 
intelligence functions, documents, and Web services at a company. The SAP Enterprise Portal 
is auser-oriented platform where users can draw on information from various sources and 
cooperate with internal and external colleagues. 
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Essa = 


Collaboration 


sear 


Home Corporate ServicesBusiness Area Business Area My Staff My Budget BI Analyst BI Consumer 
Overview | Attendance | Employee Review | Personnel Change Request | Recruitment | Reporting | Compensation | Quota Planning 


Detailed Navigation 
yee Profil 
= Compensation Information 
= Personnel Development 
= Employee Documents 
= Appraisal Overview 
= Edit Appraisals 
= Objective Setting and Appraisals 
Dynamic Navigation 


Drecly Reporing Employees] #40 
Employee Personnel Number 
Juta Grimm 00001444 
00001450 
00001451 
z 00001452 
00001453 


Drag&Relate Targets 


m Retailers Customer Complains 
m Retailers Adress Book 

m Display Material 

m Display Customer 

m Sales Analysis 

m Top Customer 
m Top Material 
m Top Sales 


Related Links 


anization 


= Customer by Country 
= Display Customer 


SAP Homepage > Portal Content > Export > Import > SAP Homepage 


H General Data 


Julia Grimm (000011444) 
Contract Data 

1 Work Contract 

| Hiring Date 

| Cap. Util. Level 


Communications Data 

| E-Mail Julia. Grimm@ides.com 
| Office BAC/Au.22 
[Telephone 56565 


Organizational Assignment More. 
À Org. Unit 

1 Position 

1 Cost Center 

| Payroll Area 


Personnel Structure 

l PersonnelArea Frankfurt 

| Personnel Subarea Zentrale 

| EE Group Active 

| EE Subgroup Salaried staff 


Absence Days 
Defne Fier] Fier not acive 
Period 2/11/2003 - 2/11/2005 
Period Days Description 
2/16/2004 — 2/16/2004 0.38 Doctor's appointment 


« February 2004 March2004  » 

Su Mo Ta We Th Fr Sa Su Mo Tu We Th Fr Sa 
6129346987 512345690 
7e own} 17 8 s 104912 49 
8 1616 17 19 1020 21 121415 46 17 18 10 20 
9 22232425202728 132122 23 M 29 wT 
1020 1428 20 3031 
“ w% 


Content Area 


Figure 193: The SAP Enterprise Portal (SAP EP}: Look and Feel 


Advantages of an SAP Enterprise Portal are as follows: 


Masterhead 
Tool Area 


Top-Level Navigation 


Page Title Bar 


6/21/1965 

Single 

Frau 

Julia Grimm 
Bismarkplatz 22 
69117 Heidelberg 
Emergency Contact 
Address 

Frau 

Julia Grimm 

John Grimm 
Walldorf 


Address 


iView Functions 


e The SAP Enterprise Portal provides a central point of access for all applications and 


systems. 


e Only one portal is required for all applications and users. 


+ Provides more than just access to all systems: 


Provides content 


management 


Provides collaboration rooms for teams 


Screen areas from diverse systems displayed on one page 


The two main elements of the SAP Enterprise Portal are the navigation area and the work 
area. Navigation is divided into top-level navigation, which covers the top two rows, and detail 
navigation, the Navigation Panel, which is located on the left of the screen. The work area 
(content area) can consist of just one or various iViews. An iView is the smallest unit. You can 
define which information is displayed for each iView. An administrator can put the iViews 
together in displayable pages (such as in the above example). 
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New Role: HR Administrator 


Role HR Administrator 


MSS ESS 
(Role Manager) === (Role Employee) 


HR Administrator 
Figure 194: Role: HR Administrator for MSS and ESS 


As of ECC 6.0, the role HR administrator exists in the portal. This role enables HR 
administrators to carry out anumber of processes, depending on their authorizations, for 
example maintain employee data, maintain workflow-triggered processes and generate HR- 
specific reports. 


Employee Self-Service 


Employee Self-Service (ESS) utilizes the same database as ERP. No dual maintenance or 
reconciliation is required. 


With ESS, employees can take responsibility for updating and keeping their own data current. 
ESS empowers employees to view, create, and maintain data any time, anywhere, using Web- 
based technology. ESS allows you to off load many of the data entry and related customer 
service activities that may typically be performed in a company’s human resources, payroll, 
benefits, and travel departments. 


Examples of components which can be included in SAP ESS include the following: 
- Time Management 

e Payment 

e Benefits 

e Personal Information 

e Appraisals 


e Qualifications 
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Highlights of Employee Self-Service include the following: 

e Extensive functionality beyond basic HR including travel management and purchasing 
+ Integration between SAP system business scenarios, SAP ESS, and workflow 

e Global availability of all functions 

e Access from any platform, from anywhere, at anytime 

e Easy to use 

e Personalized 


SAP Employee Self-Service and Workflow 


The Portal contains links inside and outside a company's boundaries. Integration of the SAP 
office inbox in ESS opens workflow to all employees. Examples of ESS services which use 
workflow include approval processes for leave requests, time entries, and expense reports. 


Links can be made to the following: 
e Non-SAP Business Suite components 
- External systems using open Internet standards 


+ SAP Business Suite components - classic and new Web-based SAP system transactions 
(SAP Standard system, New Dimensions, Industry Solutions), reports (for example, 
Business Warehouse reports), as well as Knowledge Warehouse contents. 


+ SAP Internet services - Service Marketplace 
e Any Internet or intranet Web sites 


Employee Self-Service: Area Group Page 


| Le 5 ES 2 
ee I LS ‘Welcome, Micheel Pitten 


| Employee Search | Working Time | Benefits and Payment | Personal information | Career & Job | Purchasing | Work Environment | Travel & Expense 


| Employee Self-Service 


Employee Search FRE Working Time 

Search for employees by name and find basic information about colleagues and Record your working times, plan your leave, and display your time data. 
their position in the company. 

Quick Link Services 

Who's Who 


Benefits and Payment Personal Information 

Display the plans in which you are currently enrolled, enroll in new benefit plans, = Manage your addresses, bank inforMgġion, and information about family members 
and download an enrollment form. Display the plans in which you are currently and dependents. 

enrolled, enroll in new benefit plans, and download an enrollment form. Display the 

plans in which you are currently enrolled, enroll in new benefit plans, and 

download an enrollment form. Link area page 

Quick Link Services 

Open Enrollment 


Career & Job Purchasing 
View and change your own skills profile. View a list of open positions in your Create a shopping cart with the goods and services you need. Check the status 
company and apply for one of these positions. of your order, and confirm once completed. 


Work Environment Travel & Expense 

Display and change the asset data assigned to you. Create your travel request and plan travel services for your business trip 
including booking flights, hotels, car rentals, and train tickets. Record your travel 
expenses. 
Qui 


All my Trips & Expenses 


Quick Link Services 


Figure 195: ESS in SAP ERP 6.0: Area Group Page 
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The scenarios are displayed in the portal. The Home Page or Area Group Page introduce the 
Employee Self-Service application to the employee. These pages can be customized in the 
back-end system. 


ESS services based on Web Dynpro include the following examples: 


CE 


Time Management Leave request 


Cross Application Time Sheet 
Time Statement 


Time Correction 


Payment Pay Statement 


Total Compensation Statement 


Employment and Salary Verification 


Personal Information Addraes 


Bank information 
Family Member / Dependent 


Personal Data 


Employee Search Organizational Chart 


Office Data 


Communication Data 


Travel Management Travel Planning 


Expense Report 


Country-Specific Scenarios Tax Forms 


Pension Reports 


The following diagrams show a roadmap for business processes in the area working time, 
based on Web Dynpro. You see an example, Leave Request scenario. 
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Area Page: Working Time 


ee? co 
» _ Welcome, Michael Pitten 


Overview | Employee Search | e | Benefits and Payment | Personal information | Career & Job | Purchasing | Work Environment | Travel & Expense | Life and Work Events 


[Working Time 


a D Additional Information 
Working Time 
R d Working T [You can enter a customer-specific description for this area. We recommend you create the 
Record Working lime ... on description as an HTML file and add it to the system as a resource. For more information, see 
You can record your working time here. You have recorded adequate working times the Implementation Guide (IMG) for your SAP R/3 System under Cross-Application Components - 
for all workdays up to 20.03.2004. Your recorded times have been approved up to > Homepage Framework ] 
20.03.2004. 


You have released all your recorded times. 


Leave Request 
Leave Request t 
Request leave and other types of absences. 


Time Overview 
Team View 


Time Corrections 
Ti rection: 


Time Statement 
Ti for Peri 
Display your working times, absence times, bonuses, and time accounts for a period 
of your choice. 


Time Statement 
Check your working times, absence times, bonuses, and time accounts. 


mu Figure 196: Area Page Working Time 


ESS Area Page Working Time - All applications are shown on the left side, including some 

short information. By choosing the links the application starts. On the right side, the customer 
can place individual information. It is also possible to integrate an HTML page here. Time off is 
normally planned and requested on relatively short notice. You enter your leave request using 


the appropriate Employee Self-Service application. 
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Leave Request Calendar 


E>? ey 
» ‘Welcome, Michael Pitten 


Overview | Working Time | Career | Benefits and Payment | Personal information | Travel 


| Leave Rea 


ia Process Request 2 Check Request 3 Confirmation 


w Calendar f P Time Accounts > Overview of Leave 


«x January 2004 February 2004 March 2004 

Su Mo Tu We Th Fr Su Mo Tu We Th Fr Su Mo Tu We Th Fr 
63 28 2 1 1 3 4 5 6 11213]4])5$ 
isis ce Ms 8 10 11 12 13 7 8 9 10 14] 42 
2 11 12 13 14 15 17 18 19 20 14 15 16 17 18 19 
3 18 19 20 21 22 24 25 26 27 21 22 23 24 25 26 
4 25 26 27 28 29 28 29 30 31 


Submit New Request 


To request or report leave, enter the required data and choose Continue. 
| Type of Leave Paid leave 

| Date 14712004 

| Time To 

| Duration 0 Hours 

| Approver Anne Smith 

| Note for Approver 


M Sack] [Continue |] Cancel | 


Figure 197: Leave Request: Calendar 


A calendar is displayed on the leave request form, which includes an overview of all leaves 
taken and submitted. The employee can select the requested period for the new leave, review 
the data prior to submitting the request. Depending on your business requirements, the leave 
may be forwarded to the manager for approval using workflow. The employee receives 
confirmation once the workflow request is processed by the manager. 


To review SAP Enterprise Portal services. 


To review capabilities of ESS. 
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Manager Self-Service 


Manager's Tools and Communication Today 


Find the right 
information 


+ 


|} Reporting 


Figure 198: Manager's Tools and Communication Today 


Managers must perform many tasks such as budget and headcount planning, initiate 
personnel changes and transfers, process compensation recommendations, and complete 
performance reviews. To do this, managers require accurate information available real-time, 
including the appropriate tools and reporting capabilities. 
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Manager's Self-Service 


=—Re eva 
= Inforfiation * 


dir 


2 © ES 
—Cost Control 


ill 


` Budget and _ DIE an 


Planning ie 


COE Data changes 


Management 


¿Figure 199: Manager's Self-Service: Single Point of Access 


Manager Self-Service (MSS) consists of a set of easy to use tools, transactions, and reporting 
capabilities that gives managers a single point of access to manage their employees and 
budgets efficiently, effectively, and proactively. MSS integrates different systems and this 
supports managers in performing their tasks as access to information is seamless and all in 
one place. 


MSS includes key performance indicators, alerts, and analytical reports empowers managers 
to plan for the future and react to critical situations. MSS enables consistent management 
across the organization. 


The Single Point of Access enables managers to access tools and reports in one single Web 
interface. Applications are specifically tailored to suit the individual requirements of managers 
and are intuitive to use. 


Example of tasks Managers can complete using MSS include the following: 
e Obtain relevant information 

e Participate in recruitment activities 

e Perform compensation planning 

+ Control costs 

e Perform headcount planning 

e Perform budget planning 


e Initiate change requests for their staff 
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Reporting 


ABAP reports | BW reports 


SAP queries | HIS reports 


Cost center reports Peter F | Crystal reports 


Transactions 
mm Figure 200: MSS Provides Access to All Reporting Information 


MSS provides access to many reports which can be based on the following technologies: 
ABAP report, Query Reporting, SAP Business Warehouse, Web reports, and SAP ERP 6.0. 


The report selection is based on Manager's Desktop (MDT) customizing. This give users who 
have previously used Manager's Desktop and now want to change to Manager Self-Service a 
great advantage. The majority of MDT Customizing can be reused for MSS. For example, you 
can reuse reports, information, and transactions that you developed especially for your line 
managers that were not provided by the standard SAP system. You can easily incorporate 
those functions into MSS. 


End User Business Perspective 


tional units you are responsible for and by 
Headcount in full numbers, headcount 


Application link (such as link to 
report; executable function) 


sores pensent cost vests 1er me cont contes enre] Explanatory text for an application 
(optional); can be assigned in 
Customizing 


| Figure 201: End User and Business Perspective 
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Delivered MSS content includes the following: 
e Work Overview 
e Team 


e Talent Management 


e Budget 
e Projects 
e Planning 


e Organization 


To review the benefits of Manager's Self Service. 


SAP NetWeaver Business Client and Self-Services 


SAP NetWeaver Business Client (NWBC) is a desktop client that offers a single point of entry 
to SAP applications. It provides a solution for hosting classical dynpros (SAP GUI Uls), Web 
Dynpro applications, Business Service Pages(BSP), portal pages, and other content. You can 
use SAP NWBC either with or without the portal depending on whether you want to access 
ABAP (Advanced Business Application Programming) back-ends directly or not. NWBC runs 
on Windows XP and Windows Vista. The installation of SAP NWBC is straightforward. It uses 
SAP setup just like SAP GUI. 


SAP NWBC also supports generic desktop functions, like drag and drop, pop-up windows, and 
so on through the utilization of the corresponding APIs (Application Programming Interface). 
The result is an efficient, modern and attractive client environment. 


The main elements of SAP NWBC are as follows: 


Shell: 


The shell is the frame consisting of the horizontal bar above and the vertical bar to the left 
of the canvas. It provides a wide range of functions such as role-based navigation, search 
functions, help, desktop integration, menus, branding, scripting, caching and so on. 


Canvas: 


The canvas is the area that hosts the applications. It provides a unified environment with 
embedded rendering engines for the different types of applications. 


All standard applications run in the NWBC canvas including the following: 
e Web Dynpro for ABAP 

e Web Dynpro for Java 

e SAP GUI applications 

e SAP NetWeaver Business Warehouse reports 


« Adobe Forms 
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Employee Self-Service using SAP NetWeaver Business Client 


ET Business Client 


Employee Self Service 


> Benefits & Payment 
> Purchasing 

+ Work Events 

> My Processes 

> Working Time 

> Personal Information 


> Career and 
Development 


E E A 


Employee Self-Service (HR) 


Uncritical basis authorizations for all users B28 Employee 


Benefits & Payment 
In this area, you can use services to display your salary statement 
and other information regarding your payment. 

Payment 

Payments 

Sports Club Fees 

You can request that your sports club fees are deducted directly 
from your salary here. 

Partial Retirement Simulation 

If you are taking part in the partial retirement scheme, you can view 
a simulation of your salary statement here. 

Pension Entitlements 

yaran see your expected company pension scheme payments 


Salary Calculator 


You can simulate changes to your salary, tax data, and social 
insurance data, and see how t would effect your salary statement 
here. 


Total Compensation Statement 
You can view your most recent total compensation statement here. 
Request Car Loan 

You can request a car loan here. 

Partial Retirement Simulation 


If you are taking part in the partial retirement scheme, you can view 
a Simulation of your salary statement here. 


Log Off 


Z E 


Employee Self-Service (FI) 


Working Time 
In this area, you can use services to record your working time, 


request leave, and display your time account data. 
Employment Percentage 

Request a Change in Employment Percentage 

You can request a change to your employment percentage here. 
Time Recording 

Record Working Time (CATS) 


You can record your working time here. In the last 30 days, there 
are 0 workdays for which you have recorded either not enough or 
too many hours. 


Leave Request 

Create Leave Request 

You can request leave and other types of absences here. 
Leave Overview 


You can display the Leave Overview and review, change, or 
delete existing leave or other types of absences here. You can 
also request additional leave. 


View Time Account Balances 


You can display your leave balance and other time account 
information here. 


Time Statement 
Time Statement with Period Selection 


You can display your working times, absence times, bonuses, and 
time accounts for any period here. 


Figure 202: Employee Self Service using NWBC 


The screen an employee would see when accessing Employee Self Services using NWBC is 
very similar to that of a portal. 


The navigation section on the left hand side of the screen allows quick and easy access to 
various employee services. Alternatively, the employee may select the required service by 
clicking on the link in the canvas section of the screen on the right side. 


SA J Business Client 


+ Home 
Team 


+ Employee-Related 
Process Overview 


+ Process Overview 

+ Recruiting 

+ Talent Management 

+ Planning 

+ Projects 

+ Budget 

+ Organization 

+ Travel Approver 

+ Processes for 
Employees 


+ Start Process for 
Employees 


+ Start Process for 
Multiple Employees 


+ Start Hiring 


+ Employee Course 
Assignment 


+ Manage 
Participation 


Apply | Sort by: 


11213141516|/7|18|9|10|1 
Iffat Patel 


Jose Vega 
Rodney Washin... 


Seamus O'Hara 


Sharon Armstrong 


Sharon Whitman 


2011 November 


Tue Wed Thu Fri Sat SunMon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat SunMon Tue Wed Thu Fri Sat Sun 
12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 


Multiple Entries Non-Working Day 
M Deletion Requested ~ Holiday 


Last Refresh 11/28/2011 21:46: 


Figure 203: Manager's Self-Service with NWBC 


The initial screen a manager would see when accessing NWBC is also very similar to the 
portal. The manager would select the required service from the navigation column on the left 
side of the screen. Details are presented in the canvas section. 
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a LESSON SUMMARY 
You should now be able to: 
e List the advantages of self-services 


e View a team calendar as a manager 


e Update dependent information using SAP NWBC 
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Learning Assessment 


1. What is an example of data that can be maintained by employees’ via the Employee Self- 
Service system (ESS)? 


Choose the correct answers. 


|] A A change of home address 
|] B Benefits Enrollment 


|] C View the company's Training Schedule 
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Learning Assessment - Answers 


1. What is an example of data that can be maintained by employees' via the Employee Self- 
Service system (ESS)? 


Choose the correct answers. 
A Achange of home address 
B Benefits Enrollment 


C View the company's Training Schedule 


Correct. All of these functions are possible through ESS. Some others include applying for 
internal positions, locating other employees via the Who's Who directory, and viewing and 
printing out one's pay stub. 
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UNIT OBJECTIVES 
e Execute an HCM standard report 
e Create an ad hoc query 


e Review a Business Intelligence dashboard 


© Copyright. All rights reserved. 287 SAPA 
® 


Unit 11: Analytics 


288 © Copyright. All rights reserved. 


© Copyright. All rights reserved. 


Analyzing HCM Reports 


LESSON OVERVIEW 
This lesson shows you how to execute Human Capital Management reports. 


Business Example 


As the Human Resources Reporting Analyst, you are responsible for generating reports for 
department managers. For this reason, you require the following knowledge: 


e A good understanding of available reporting and analysis tools 


e Agood understanding of standard reporting processes 


LESSON OBJECTIVES 
After completing this lesson, you will be able to: 


e Execute an HCM standard report 
e Create an ad hoc query 


e Review a Business Intelligence dashboard 


Reporting in Human Capital Management 


Reporting in Human Capital Management (HCM) helps personnel administrators record and 
evaluate the large volumes of data. The standard HCM system includes a large number of 
reports. These reports enable you to define search criteria to then create employee lists, view 
employee data or perform statistical evaluations. Reports can be exported to a local 
application format. 
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How much? 


PR 


|] 
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HOACNEINTTENTE 
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Reports. Desktop | 


Figure 204: Reporting Overview 


SAP Business SAP Business Warehouse is an independent system in which 
Warehouse reporting and analysis are performed. SAP Business Warehouse 
ships with business content, ready for reporting and analysis. 
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General Report Selection 


Program = [RP# 5: 


= va 


ABAP / Program Directory 


Rss ees | 


Execute 


Odd) JOCK 


Selection 
Screen 


Figure 205: General Report Selection 


Some reports cannot be accessed by using menu paths or general report selection. You can 
search for all reports using transaction code SA38 or navigating on the main menu bar of the 
SAP Easy Access screen by choosing: System — Services — Reporting. 


On the initial screen, enter RP*, choose the button at the end of the report selection field to 
navigate to the ABAP Program Directory then select Execute. A list of reports inthe program 
directory is displayed. You can initiate a search for various reports by using the Find icon. 


You can find reports using the following entries in the ABAP Program Execution screen: 


© Copyright. All rights reserved. 291 SAPA 
® 


Unit 11: Analytics 


Reports in the Information System 


z Human Resources 
© (Œ Intormation System 
7 & Reports 
C2 Personnel Management 
° Administration 
ə & Employee 
© Service Anniversaries 
O Powers of Attorney 
© Education and Training 
@ EEs Entered and Left 
Q Family Members 
@ Birthday List 
@ Vehicle Search List 
& Telephone Directory 
© Time Spent in Each Pay Scale Area 
© Defaults for Pay Scale Reclassification 
Q Reference Personnel Numbers 
< HR Master Data Sheet 
HR Master Data Sheet in SAPscript 
© Flexible Employee Data 
Employee List 
List of Maternity Data 
@ Severely Challenged 


mu Figure 206: Information System Reports 


A large number of standard reports can be started from the SAP Easy Access screen by 
navigating to the Information System folder. After the information system for human 
resources has been called, a standard report can be started or you can create a report witha 
tool such as Ad Hoc Query, SAP Query, or the Human Resources Information System. 
Reports that are created using the Ad Hoc Query or SAP Query can be saved and added to the 
standard report structure. You can change standard reports in customizing. 


Before a specific report can be accessed, different hierarchy levels must exist in each 
component. Reports can be found at the lowest level of the information system from where 
you can execute them. For example, to view reports on personnel development, navigate the 
SAP Easy Access screen by choosing: Human Resources — Personnel Management 

— Personnel Development — Information System — Reports. Under the Reports folder, 
various standard delivered reports are listed. When executing a report, you must complete a 
report selection screen. 
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Service Anniversaries 


Further Selections [> Search Helps 


` Current Month ` Current Year 
© Up to Today > From Today 
@ Other Period to 
Person Selection Period to 


Payroll Period 


Personnel Number 
Employment Status 

Company Code 

Payroll Area 
Pers.Area/Subarea/Cost Center 
Employee Group/Subgroup 


aziaiziaa 


Program Selection: 


Anniversary in Years 


Further Processing Optio! 
© No Further Processin 
© 5 T __| (Interactive List 
© Graphics © Word Processing 
© ABC Analysis © Spreadsheet 
© Executive Info System (EIS) ‘Private File 
© File Archive 
z e with ID 


| m« Figure 207: Report Selection Screen (Example) 


The report selection screen contains a series of selection options that enable you to 
determine the criteria used to execute report. Each selection option has two fields, which you 
can use to specify a single value (by entering a minimum value in the first field only) or a value 
range (by entering a maximum value in the second field as well). By choosing specific 
selection options and values, you can determine the dataset to be read and the result of the 
report. The latter is derived from the evaluation of employee records and is output either as a 
list of employees, or as a numerical analysis of data on these employees. 


To make generic entries, use *. To make masked entries, use +. 


Employee List 


Further Selections Search Helps 


| mu Figure 208: Enhancements to the Report Selection Screen 
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The report selection screen contains a series of default selection options that are used by the 
system to create a list of employees, for example, or a statistical evaluation. However, these 
defaults do not necessarily include all of the selection options that you require for your report 
run. The further selections function enables you to add selection options to the report 
selection screen, and delete existing selection options. 


The match code function on the selection screen allows you to select the employees for which 
you want the report run. The sort function enables you to use up to seven criteria to sort the 
list of employees or employee data created by the report.. 


If you want to reuse selection values that you have set for a report, save them as a variant. 
Each time you call the variant, the system automatically writes its values to the individual 
selection fields. 


Ad Hoc Query 


Family Member/ 
Dependents 


Org. 
Assignment 


Selection Result 


Addresses/ 
Personal Data 


mu Figure 209: Ad Hoc Query 


Hint: 
Selection for objects meeting the stated criteria is made directly from the 
database which improves performance. 


Ad Hoc Query is a simple but powerful tool for reporting on Human Resource data. It enables 
you to access data from all Human Resource areas by choosing selection and output fields. 
Programming skills are not required. Selection is made directly from the database for persons 
or objects which meet the criteria and selection and output fields are all on one screen. 
Accessing the database directly significantly improves performance. 


Ad Hoc Query can be used for data stored in Recruiting, Master Data, Time Management, and 
Personnel Planning and Development (person-related data). 
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Note: 
» Standard authorization checks take place at the infotype and organizational 
assignment levels. 


Ad Hoc Query: Functions 


Ad Hoc Query 


Select fields for 
reporting 


Output fields Query results with 
in list form actual data 


| mu Figure 210: Ad Hoc Query Screen: All Functions 


The Ad Hoc Query is based on infoSets and user groups which you specify within the query. 
InfoSets are assigned to user groups, which groups users, infotype fields and calculated fields 
together as required. InfoSets only display data that is required by the user which makes the 
program easy to operate. 


Ad Hoc Query is based on Infosets, (groups of infotype fields and calculated fields), which are 
assigned to user groups. Users are assigned to user groups and can access assigned infosets 
to run queries. A query includes a hit list which enables you to further define values before the 
final output.Queries can be saved and reused. 


Functions available with Ad Hoc Query include the following: 
+ One screen contains all functions: 

field selection 

selection criteria 

output formatting 


query results 


interactive function of the SAP List Viewer (for example, export to Excel) 


e Drag and drop for easy selection of selection and output fields 
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e Example data is replaced by real data in the output area 


¢ Text, value, or both, (denoted by aT next to the field selection), is selected by using the 
right mouse button in the selection criteria and/or output criteria fields. 


+ Ad Hoc Query can be used to report on objects from Personnel Planning, provided the 
required infoset has been created. 


Ad Hoc Query: Overview 


© Drag&Drop 


@ Personalization 


@ All data at a glance; 
data output on Ad Hoc 
Query screen 


Julie ASTON .000, P 
Francesca Bertolini [f .000, e Logging 


Winnie Chung 


a @ Evaluating Personnel 
Jose Vega Planning data 


(00001982) Marcus Adams 


Seamus O'Hara 


Switch object selection 
on/off 


The output preview enables to you to see a display of your report layout before the data is 
actually output. 


Output layout includes the following functionality: 

e Sort the list according to one or more columns 

e Cumulate numeric columns in basic lists and obtain subtotals 
e Delete output fields not required 

e Initialize formatting 


The context menu determines whether additional columns (mean value, proportion in 
percentage, and total number) should be output for ranked lists and statistics. 


The output format determines how data is displayed including list outputs and export 
functions such as spreadsheet. In this instance, the analysis is transferred in a file that you 
can further process using a spreadsheet program. You can export results to MS Word and MS 
Excel and further process the report results. 


The send function enables you to forward the formatted report results to other users. 
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Your user settings are reloaded the next time you start Ad Hoc Query after exiting the query 
or when you log off the system. 


Business Intelligence Dashboard Reports 
SAP BI Reporting tools 


The SAP BI Reporting tools are an optional set of reporting and analytics applications. They 
are licensed and used in the main by reporting authors to develop ad hoc reports for 
management or regular reports for others to consume in daily business operations. These 
reports can be distributed in many ways. They can be published to the B/ Platform which is a 
reporting portal, included in portal roles such as Manager Self-service, stored locally or 
accessed on the SAP BI Mobile application. The applications in this suite are principally the 
former Business Objects reporting products. These applications do not contain delivered 
content. Report authors define this according to customer requirements. The content 
therefore can be on any subject matter. The data sources can be directed at SAP and non- 
SAP systems. 


The applications include the following: 

e SAP BusinessObjects Dashboard Designer 

e SAP BusinessObjects Design Studio 

e SAP BusinessObjects Web Intelligence 

e SAP Crystal Reports 

e SAP Crystal Enterprise 

e SAP BusinessObjects Analysis for Microsoft Office 

e SAP BusinessObjects Analysis for OLAP 

e Administration and Information Design/Universe Design 


SAP BusinessObjects, Dashboard Designer, and SAP BusinessObjects Analysis for OLAP have 
been used to develop some of the predefined reporting and analytics offerings found in the 
standard and optional On Premise offerings. 


Customers using analysis tools from SAP NetWeaver Business Warehouse may decide to 
move to the BI suite of tools because these are the ‘premium replacement solutions’ for the 
BW analysis and design tools in the Bex or Business Explorer. The latest releases of the BI 
tools are able to use a growing variety of data sources including Universes, BW queries and 
HANA views. 
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Contrasting Traditional HCM Report Output with a Dashboard 
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Figure 212: Contrasting Traditional HCM Report Output with a Dashboard 


Standard reports and even reports from Ad Hoc queries generally contain few numbers. 
Numbers that are present are not measurements but facts such as wage types, age of 
Employee, and so on. 


Business Information is all about numbers or measures, reported or plotted against key data 
such as Employee Subgroup, Personnel area, Cost Center, etc. The data sources used by BI 
tools have translated many rows of data at an employee level into numbers of employees 
against key fields. The numbers can be a sum or ‘How many employees, but could also be a 
different aggregate, such as an average in the case of ages of employees. This is Analytic or 
Multidimensional reporting as opposed to flat or line by line reporting that you find in ALV type 
output. Once you have this type of analytic data you can build reports that allow the user to 
change the emphasis of the data and to interact with the report. The numeric content 
supports visualizations in the form of charts, graphs, crosstabs etc. 


Example of a Dashboard 
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mm Figure 213: Example of a Dashboard 
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a LESSON SUMMARY 
You should now be able to: 
e Execute an HCM standard report 


e Create an ad hoc query 


e Review a Business Intelligence dashboard 
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Unit 11: Analytics 
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Learning Assessment 


1. SAP does not deliver any standard reports or queries, these have to be created by the 
customer. 


Determine whether this statement is true or false. 


2. Ad Hoc Query requires programming knowledge. 


Determine whether this statement is true or false. 


|] True 
|] False 
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Learning Assessment - Answers 


1. SAP does not deliver any standard reports or queries, these have to be created by the 


customer. 


Determine whether this statement is true or false. 


Correct. SAP delivers standard reports and standard queries. These can be changed 
during programming. New reports can be created using Tools such as Ad Hoc Query and 
SAP Query even without any programming experience. 


. Ad Hoc Query requires programming knowledge. 


Determine whether this statement is true or false. 


|] True 
False 


Correct. Ad Hoc Queries are created on one screen and programming knowledge is not 
required. 
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Lesson 1 
Introduction to SAP SuccessFactors 305 
Lesson 2 
Integrating SAP HCM and SAP SuccessFactors 319 


UNIT OBJECTIVES 
e List and describe SAP SuccessFactors solutions 


e Explain on High Level the Integration of SAP HCM and SAP SuccessFactors 


© Copyright. All rights reserved. 303 SAPA 
® 


Unit 12: SAP SuccessFactors: Introduction and Modules 


304 © Copyright. All rights reserved. 


Introduction to SAP SuccessFactors 


LESSON OVERVIEW 
This lesson provides an overview of SAP SuccessFactors integration with SAP HCM. 


Business Example 


As a member of the HCM strategy team, you are responsible for investigating SAP 
SuccessFactors integration with SAP HCM. You require the following information: 


e Anunderstanding of SuccessFactors solutions 


e Integration options 


LESSON OBJECTIVES 
After completing this lesson, you will be able to: 


e List and describe SAP SuccessFactors solutions 


SAP SuccessFactors Overview 


What is SAP SuccessFactors? 


Get people working Find the right people Run the 
on the right things and make them great business better 


Employee Central 
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Figure 214: HXM Suite Overview 


SAP and SAP SuccessFactors create a full service set of cloud and on-premise solutions for 
Human Capital Management. Now we tend to speak about HXM: Human eXperience 
Management. 


SAP uccessFactors, founded in 2001 and acquired by SAP in 2012, is the leading cloud-based 
HXM Software Suite with comprehensive, integrated mobile solutions. 


Data Centers located globally store and manage all performance data, which allows 
customers to quickly access information, minimize maintenance costs, and easily upgrade 
software during our releases. 


Instance and Provisioning 


What is the instance? 
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e The Instance is the Front End system that the customer uses on a daily basis. 


e Only certain users at the customer site will have access to Admin Center in the instance, 
but all other users will have access to the various products the customer has purchased. 


+ Some parts of the configuration can be changed from the instance, we want our customers 
to be as autonomous as possible. 


+ Other parts of the configuration can only be changed from the back-end, provisioning. 


e Customers do not have access to provisioning. They work with their implementation 
consultant during the implementation project or with the support team when needed. 


Platform Overview 


Administration User Experience 
Monitoring 
Execution Manager 


Check Tool H 
Identity Management omepage 


Proxy Management Release Management Mobile 
People Search 


People Profile 
Photos 


Integration / Services Quickcard 


User Interface 
Action Search 


Security 
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Integration Center * 
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Reporting 
Job Profile Builder Embedded Analytics 
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Figure 215: Platform Overview: Administration, Technology, and User Experience 


The SAP SuccessFactors Platform is the building block of our application suite. 


Platform capabilities are grouped under 3 main areas: administration, technology, and user 
experience. These essential platform capabilities are not module specific but can support the 
operation of one or multiple modules. 


Fundamental platform aspects are covered in great details in THR80 and in HR800, such as 
Role-Based Permissions, Home Page or the Theme Manager for example; THR98 for 
Advanced Platform Topics. 


SAP SuccessFactors Recruiting 
Overview of Recruiting Management 


e SAP SuccessFactors Recruiting Management helps build a workforce that will aid in 
growing your business. 


e SAP SuccessFactors Recruiting Management enables for the following: 


Provide a multi-channel approach that places job opportunities in front of the right 
candidates. 


Initiate relationships and maintain contact with candidates. 


Initiate relationships and maintain contact with candidates. 
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A Figure 216: Key Areas of Recruiting 


Key areas of SAP SuccessFactors Recruiting include the following: Recruiting Posting, SAP 
SuccessFactors Recruiting: Candidate Experience, and SAP SuccessFactors Recruiting: 
Recruiter Experience. 


Recruiting Posting It allows you to post jobs to the desired 
sources and analyze performance, in real 
time, to optimize sourcing budget and 
candidate flow. 


SAP SuccessFactors Recruiting: Candidate | It focuses on attracting and engaging 

Experience candidates through the use of a customized 
career site. This shows customers which 
marketing strategies result in the best 
candidates at the lowest cost. 


SAP SuccessFactors Recruiting: Recruiter It provides an Applicant Tracking System 

Experience (ATS) to support sourcing capability of SAP 
SuccessFactors Recruiting: Candidate 
Experience. SAP SuccessFactors Recruiting: 
Recruiter Experience supports opening 
requisitions, processing candidate 
applications, and selecting the best 
candidate for a position. 
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mu Figure 217: Job Requisitions Page 
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SAP SuccessFactors Onboarding 
Overview 


SAP SuccessFactors Onboarding provides the tools to ensure retention, engagement, and 
productivity not only with hiring new employees, but with every other step of the employee life 
cycle, from new hires entering the company to employees moving to new roles to employees 
moving on outside of the organization. There are three ways SAP SuccessFactors Onboarding 
can help create the ideal onboarding solution: 


1. People: 


Connecting new hires with the right people and relevant content even before their first 
day. 


2. Process:Including all constituents (new hire, hiring manager, HR, IT, etc.) through key 
onboarding activities. 


3. Productivity:Ramp up new hires rapidly, enabling them to contribute quickly. 
Onboarding Process 


The typical new hire process requires anew employee to complete and sign paperwork 
including national, regional/local, and corporate forms. In addition, internal and external 
resources must be notified to perform tasks to complete the new hire process. The 
onboarding process includes the following steps: 


1. Post hire verification 
2. New employee setup 


3. Orientation step; U.S. only 


Note: 
» This is the standard out-of-the box process. The actual process can vary 
depending on your organization's configuration. 


SAP SuccessFactors O 
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Figure 218: Onboarding Dashboard 


308 © Copyright. All rights reserved. 


Lesson: Introduction to SAP SuccessFactors 


SAP SuccessFactors Employee Central 


Overview 
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Figure 219: SAP SuccessFactord Employee Central Overview 
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Employee Central is a cloud-based HR solution with the following functions: 

+ Store HR records for all employees and company’s organization and job structure 

e Keep transaction records and corrections history 

e Support self-service tools to empower employees and managers 

+ Store information can be utilized by SF Talent management modules 

e Provide available add-on features such as Global Benefits, Payroll, and Time Management 


Key Areas of Employee Management 
Employee Central Data 


Employee Central Data belongs to one of the following three categories: 


1. Personal data: 


Personal Data is employee data that is independent of employment, such as date of birth, 
nationality, and so on. 


2. Employment data: 


Employment data is data about an employee that is connected to their employment, such 
as job code, job title, and so on. 


3. Foundation Objects (Foundation Data): 


This is used to set up data that can be shared across the entire company, such as job 
codes, departments, or business units. Foundation objects are sometimes referred to as 
“foundation tables”. 


e You can use Foundation Objects to populate data at the employee level. For example, if 
you assign a job code to an employee, that employee's record is then populated with all 
information based on the attributes of the job code. 


e The relationships that are configured between the Foundation Objects can be used to 
filter the lists of values in Employment Information. For example, the list of pay 
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components that are selectable on an employee's record can be filtered based on the 
country that the employee is associated with as determined by the employee's legal 
entity. 


SAP SuccessFactors © 
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a Figure 222: Employment Information Page 
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SAP SuccessFactors Performance and Goals (PMGM) 


Different Modules of PMGM 


Goal Management allows users and managers to set and meet goals on personal level, or on a 
company-wide basis. Performance management allows managers and users to review an 
employee's goals and competencies. It aligns the objectives of the organization with the 
employees' agreed measures, skills, competency requirements, development plans. This 
provides the delivery of results through the automation of talent management processes. 


PMGM includes the following: 

+ Goal Management 

e Performance Management 

e Continuous Performance Management 
e Calibration 


e 360 Reviews 
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SAP SuccessFactors Learning Management 
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Figure 225: What is a Learning Management System? 


SAP SuccessFactors Learning Management combines formal, social, and extended learning 
with unmatched content management, reporting, analytics, and mobile abilities. The result is 
learning that transforms the business and provides verifiable return on investment (ROI). 


SAP SuccessFactors Learning Management enables you to perform the following: 


e Manage learning more efficiently: House learning activities in a single location to reduce 
costs and create greater visibility. 


+ Improve compliance reporting: Use the Learning Management System (LMS) to track, 
train, and automate required certification assignments. 


+ Blend formal and social learning for greater ROI: Accelerate performance and increase 
learning retention by seamlessly using SAP Jam as part of learning processes. 


e Extend learning easily: Train your partners and customers with an Extended Enterprise 
solution that includes e-commerce functions. 


e Make administration more powerful and intuitive: Wizard-based processes and 
assignment profiles provide unparalleled automation for your administrators. 


+ Improve content delivery: Reduce costs, increase efficiency, and assure that e-learning 
exceeds business results with a unique iContent service. 
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| mu Figure 226: LMS Home Page 


The user side layout is a landing page with configurable tiles. These tiles can include the 
following: 


My Learning Assignments This tile displays items, curricula, require- 
ments, surveys, and programs assigned to 
the user. 


My Curricula This tile displays a pie-chart status of items 
within assigned curricula. 


Learning History This tile displays events recorded in the last 
30 days. 

Find Learning This tile allows the user to search and browse 
the catalog. 

Featured Items that were flagged as New, Featured, or 
Revised appear here. 


SAP SuccessFactors Career Development Planning and Mentoring (CDP) 


Career Development Planning (CDP) offers employees the opportunity to engage in career 
goals, competencies, future roles, paths, or mentoring. Utilizing such tools, managers or 
human resources can easily note an employee's future ambitions. CDP includes the following: 


e Development Plan 
e Career Worksheet 
e Career Path 


e Mentoring 
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Development Plan Career Worksheet Mentoring Help & Tutorials Ask HR 


> 
[A Aanya Sing v HRSF1 Career Development Plan ~ 


w Introduction 


This is where you create and update your personal development goals. Click the Create a New Development Goal button to get started. 
Frequently review progress with your manager and celebrate your achievements along the way. 
Your career goals, self assessment and keeping specific actions alive in this plan is all for you to own and drive throughout your development. 
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mu Figure 227: Development Plan 


The Development Plan is the page where Employees and Managers can add, view, and update 
their development goals. 


These are the goals that users have set to help them not only develop in their current roles, 
but also develop for future positions. 


Development goals can be composed of several fields. The most frequently used are as 
follows: 


+ Name 

e Measure of success 
e Status 

e Start and due date 


e Competencies 
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SAP SuccessFactors Succession Management 
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mu Figure 228: Succession Org Chart 


SAP SuccessFactors Succession Management enables organizations to retain their talent, 
identify talent gaps, and create succession plans by nominating employees to positions 
aligned with expertise and career aspirations. As turnover or natural attrition occurs, 
successors are identified via the Add Successors feature to quickly fill key positions and 
decrease any stress involved in replacement staffing. 
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A Figure 229: Succession Org Chart 


Common succession management goals include the following: 
e Identifying candidates for key positions 


e Improving accuracy of staffing decisions 
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e Filling positions rapidly 

e Accelerating employee development 

+ Increasing employee engagement 

e Retaining or promoting key talent 

e Collaborating across functions and families 
e Creating talent pools 


SAP SuccessFactors Compensation 
Compensation Management 


What is Covered? 
+ Compensation module (Salary and LTI) 
e Rewards and Recognition (spot awards) 


e Varialble Pay module (bonus) 


2017 Comp plan 
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Group Totat $804.705 55 $81,385.07 10.1% 


m impon Export 
[Send emaii notification to original plannerimanager of the affected compensation form 
C Sena email notification to current reviewer of the affected compensation form 


mu Figure 230: Executive Review 


Users with Executive Review privileges can review compensation recommendations across 
their areas of responsibility and down the hierarchy without having to open individual forms. 


+ Inthis way, they can have knowledge of the compensation planning but not necessarily 
have to be part of the route map approval process. 


Managers can use Executive Review to ensure equity among employees and teams and to 
review budget allocations. 


The Compensation tool provides managers with relevant information for making planning 
decisions on salary, promotions, equity and stock adjustments according to individual, group, 
or company-wide guidelines. The Compensation tool can be used with Performance 
Management to effectively link job performance with compensation awards. Automated merit 
increases based on guideline calculations such as job level, pay grade, performance rating, 
compa-ratio, and range penetration can be implemented. 


SAP SuccessFactors People Analytics 


Self Service Reporting Tools 
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1. Report Table . Dashboard and Tiles 3. Report Canvas 
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» Simple to use dynamically reports 

- Results can be easily Tiles are simple charts that can + Many components: tables, 
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Figure 231: Self Service Reporting Tools 


Reports in SAP SuccessFactors People Analytics have the following characteristics: 

e Allow for simple data extractions 

« Simple to use 

e Results can be easily exported 

SAP SuccessFactors People Analytics supports reporting with the following options: 

e Dashboards and tiles 

e Report canvas 

+ Story reports 
1. BIRT 2. Compensation Statements 3. Pixel Perfect Talent Cards 
Offline template builder Printable compensation (PPTC) 


» Highly formatted and statements » Summary of experience, 
complex reports Compensation decisions resume or succession plans 


These tools do not belong to platform. They require an implementation project. 


Figure 232: Custom Reporting Tools 


Custom reporting tools, listed here: 


+ BIRT 
e Compensation statements 


e Pixel Perfect Talent Cards (PPTC) 
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LESSON SUMMARY 


You should now be able to: 


e List and describe SAP SuccessFactors solutions 
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LESSON OVERVIEW 


LESSON OBJECTIVES 


After completing this lesson, you will be able to: 


e Explain on High Level the Integration of SAP HCM and SAP SuccessFactors 


Cloud Deployment Scenarios for SAP Customers 


Talent Hybrid Core Hybrid Full Cloud Side-by-Side 


PA & OM 
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Productized Integrations 


PA & OM 
A 


Figure 233: SAP SuccessFactors: Cloud deployment Options for SAP Customers / Scenarios 


Note: 
These scenarios are valid for SAP S/4HANA (on premise) and SAP ERP 
customers. 
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+ Employee and org data is still mastered in SAP ERP HCM on premise 


e No data migration is needed 
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mm Figure 235: Cloud Deployment Scenarios for SAP Customers 


Note: 
> These scenarios are valid for SAP S/4HANA (on premise) and SAP ERP 
customers. 


Re LESSON SUMMARY 
You should now be able to: 


e Explain on High Level the Integration of SAP HCM and SAP SuccessFactors 


320 © Copyright. All rights reserved. 


